{Jerse} 








' 
\ 
Mu 


TTT | 
wu 


y 





IBM System/38 

OFFICE/38 

Learning by Example 

Working With Text Management 














IBM System/38 
OFFICE/38—Text Management 
Learning by Example: Working With Text Management 


Document Number SC09-1109-0 


First Edition (February 1986) 


This edition apalies to Release 7, Modilicatien Leve! 0 of 1UM System/38 
OFFICE/328-Text Managemen: Program Product (Program $714-WP2) and to all 
subsequent releases and modifications unti, otherwise indicated in mew editions. 


References 1a this publication :o IBM products, programs, or set vices do net imply 
that IBM intends to make these avaj‘abie iy all countries in which 13M eperates, Any 
reference to an 18M program product in this publication is not intended to state or 
unply that only IBM's program product may de used. Any furcuonally equivalent 
program may be used instead. 


This publication contains examples of dala and reports used in daily business 
operatsons. ‘To :llustrate them as completicly as possible, the examples include the 
names of individuaijs, compantes, brands, and producis, Al! of these names are 
fictitious and any simplarity to the names and addresses used by an actual business 
enterprise is enurely coincidental. 


Synonym information is based on the American Heritage Dictionaries Data Bases, 
Roget's HM, The New Thesayrus, owned by Houghton Mifflin Company and used with 
permission. Copyright (C) $982 by Houghton Mifflin Company. 


Publications are not stocked at the address given below. Requests for 1BM 
publications should be made to your LUM representative or to the LUM branch office 
serving your locality, 


A form for reader's comments is provided at the back of this publicatien. Hf the form 
has been removed, comments may be addressed to [BM Canada Lid. Information 
Development, Departmen: 849, 895 Den Mils Read, Dor Mills, Ontario, Canada, 
M3 W323, 18M may use cr distribute whatever infermauon you supply in any way it 
believes apprepriate without incurring any c¥lhgation to you. 


© Copyright Imernational Business Machines Corperation 1982, 1983, 1984, 1985, 
{986 


Cc 


About This Manual 


This manual will guide you through a series of examples designed to 
help you learn the functions of Text Management. The Text 
Management Learning by Example manual contains examples to help 
you do common tasks. Use these examples as models to accomplish 
what you want to do with Text Management. The Learning by 
Example manual is part of the information available for /BM System/38 
OFFICE/38—Text Management, Licensed Program Number 5714-WP2, 


You may require some additional authority to do some of the examples. 
If you have difficulty doing a task, see your System/38 administrator or 
the appropriate person in your organization for help. 


Other related manual 


IBM System/38 OF FICE/38—Text Management User's Guide and 
Reference Manual, form number SCO9-1022. 


This manual further describes the functions and capabilities of Text 


Management. You can always refer to this manual for more 
information about Text Management. 
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The Equipment You Need : > 
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Before you use Text Management, you must have the right equipment 
and some familiarity with System/38 work stations. 


You may use Text Management on the foliowing work stations: 


¢ IBM $251 Model 11 and Model 12 

¢ IBM 5291 

© IBM 5292 Model 1 and Model 2 

© IBM 5555 (with alphameric data only) 
© IBM 3180 Model 2. 


In addition, by using a remote attach, you may aiso use Jext 
Managenient on the following work stations: 


© [BM 3277 
e [BM 3278 


¢ IBM 3279. wD 


With Text Management, you can print information using the following 
pripters: 


e Work station printers: 
— IBM $219 Printer, Models DI and D2 
— IBM $224 Printer, Models Ll and 2 
— IBM $225 Printer, Models |, 2, 3, and 4 
— IBM 5256 Printer, Madels 1, 2, and 3 
— 1BM 4214 Printer. 

¢ System printers 

¢ The IBM Displaywriter (IBM 6580) 


e The IBM 6670 Information Distributor, Models I and IT. 
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Cc What You Should Know 


To use the Text Management Learning by Example information 
effectively, you must know how to use the work station. 


If you are not familiar with your work station, you can use the 
information contained in Appendix A of JBM System/38 


OFFICE} 38—Text Management User's Guide and Reference Manual, form 
number SCO9-1022. 


Working with the Examples 


1. First read Chapter 1, Before You Start. It describes general 
information about using Text Management and what you will learn 
by doing the examples. 


2. Then proceed through the examples step by step. 
The examples have three levels of information: 


¢ Once level of information tells you what you must Key in. This 
Cc information is highlighted, like this. 


e <A second level of information tells you where to key in the 
information. All! input fields are written in type like this. 


® A third level of information gives you additional information 
enclosed in a note box. 


Note 





This information appears like this. 


Using the Glossary 


The Glossary provides definitions for terms used in the Learning by 
Example manual. It also includes some terms used in System/38, Terms 
appear in alphabetica] order in the Glossary which is part of the /BM 
System/38 OFFICE/38—Text Management User's Guide and Reference 
Manual, form number SCO9-1022. 
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Chapter 1. Before You Start 


This manual introduces you to the functions available in Text 
Management. Each chapter contains ilustrative examples that guide 
you through the different tasks involved in Text Management, Before 
you start working with these examples, you must sign onto your system. 


‘ntering Text Management 


Before you can sign onto System/38, you must obtain a password from 
the appropniate person in your organization. Then you can use that 
password to sign onto the system and request Text Management. 


!. Key in your password. 


2. Uf Text Management displays the COMMAND ENTRY display, key 
in the command LEDT?TXT. Press ENTER. System/38 displays the 
PRIMARY MENU, From here, you can select from the various 
functions with which you want to work. 


3. Othennsc, choose the option that allows you to work with Text 
Management. 


Note: 





If you have PS/38 installed on your system, ask the System/38 
administrator, or the appropriate person in your organization, 


to ensure that library géxf is listed above library gofc. 


The following figure shows the PRIMARY MIENU which is the display 
you see once you have entered Text Management. 
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TEXT PRIMARY NENU 


Select one of the following: 
1. Create or revise a document 
2. Browse a document 
3. Print a document 
4. Fill in a form document 


Option: 


Name of the document when stored: 
Document (blank for a list of documents): 


File (blank for a list of files): 
Library: 


Within Text Management: 
Press HELP key to display help text. 
Press CF1 key to exit. 
Press CF2 key to back up to the previous display in a series. 


CF6-Display messages 





Figure I-}.  Veat Management PRIMARY MENG 


Leaving Text Management 


© Press CF1 to return to the PRIMARY MENL. Depending on 
where you are in the function in which yau are working, You may 
have to press CI] more than once before you reach the PRIMARY 
MENU. 


¢ Ifyou entered Text Management by Keying in EDIT X7, vou can 
leave Text Management by pressing Cl) or CF2 repeatedly, 
Depending on your user profile, when you leave Text Management 
by pressing Cll or Cl’2, you may still remam signed on to 
System/38. Key in signoff to sign oll System/38. 


= ee eee ren ee ee _ ~ — 
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6 Useful Function Keys 


Throughout Text Management, you can use special function keys to 
help you do your work quickly and easily. 


For more information on these function keys, see the Text Management 


Reference Card, form number SC09-1110, or the Text Management 
User's Guide and Reference Manual, form number SCO9- 1022. 


Using the HELP Key 


After you enter Text Management, you can press HELP to give you 
more information about Text Management. 


General Information about Working With Text Management 


Before you start, you should understand the following terms as Text 
Management uses them: 


e Text document 
Cc e Form document 
@ Text library 
e File 
e Formatted text 
e Unformatted text. 
A text document is a document that you are in the process of drafting, 
writing, revising, and polishing. Text documents are stored in a text file 
in the text library. 
A form document is a skeleton document that you create so that you 
can, for example, send out form letters. It has some text and contains 


fields where you can key in such variables as names and addresses. 


You store your documents in the text library so that you can retrieve 
them casily when you want to revise and polish them. 


You store a group of documents in an electronic file that you keep in 
{ the text library. You can keep all your documents that refer to one 





subject in a single file. For example, you could kecp all your sales : 
reports in a file that you call SALES. 2 


In fact, you can think of Text Management as an electronic filing 
cabinet. You keep your documents in an electronic file folder that you 
store in your filing cabinet drawer, or text library. 


Your documents can have two kinds of text-—-formatted and unformatted. 
lormatted text is text in paragraphs defined by a paragraph format 
identifier, You can define the shape of the paragraphs associated with a 
paragraph format identifier and then use the format identifiers to shape 
the layout of the paragraphs. For example, you can define a blank line 
to precede the paragraph and the length of each line in the paragraph. 
When you turn the sequence numbers off (using CF 13) Text 
Management identifies formatted text with a format identifier and 
indicates additional lines in the paragraph with double quotes (”), 
Unformatted text appears in your document exactly as you key it in on 
cach linc. For cxample, you can use unformatted text for your date, 
address, and tide lines. When you turn the sequence numbers off, Text 
Management indicates unformatted text with a period (.) 


When you are working with text documents, you can use the keyboard 
template to sce what the CF keys do. You can also use the Text 
Management Reference Card to find this type of information. You 
should also note that in some cases CI'2 processes the display you are ) 
on, as well as returning you to the previous display. 
In this manual, you learn how to do the following: 
e Create text documents, form documents, and files 
¢ Insert, delete, copy, and move text in your documents 
¢ Print documents 
e format your text using highlighting, undertining, headings, and print 

control commands that format the way your text appears on the 


page 


¢ Use the spell aid function. 
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c— Note 





e Before you start working with these examples, ask the 
appropriate person in your organization to create a copy of the 
EXAMPLE file for you. This person needs to create a copy of 
the EXAMPLE file using the following commands: 


1. Create a duplicate copy of the file: CRTDUPOBJ 
OBJ(EXAMPLE) FROMLIB(QTXT) OBJTYPE(*FILE) 
TOLIB(QGPL) DATA(* YES) 


2. Press ENTER. 


3. Grant authority to the file: GRTOBJAUT 
OBJ(EXAMPLE.QGPL) OBJTYPE(* FILE) 
USER(@*PUBLIC) AUTCALL) 


4. Press ENTER. 


For the examples in this manual, create a document on the 
DOCUMENT LIST in the EXAMPLE file. When you have finished 
practicing on the document, delete it from the EXAMPLE file. On the 
DOCUMENT LIST, key 9 beside the document that you want to delete 
and press ENTER. 
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Chapter 2. Text Documents 


This chapter shows you how to see a list of text documents and also 
explains how to work with a text document that is larger than your 
display. 


Document List 


Text Management allows you to see a list of documents contained in the 
EXAMPLE file or any other file in your library to which you are 
authorized. On the PRIMARY MENU: 

lL. Key J in the Opuor field. 


2. Leave the Document field blank to see a list of documents. 


3. Key in the file name. For this example, use the file name 
EXAMPLE. 


4. Key in the library name if it is not already displayed. For this 
example, use the QGPL hbrary. Your display now shows: 
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TEXT PRIMAEY MEH 


Select ane of the Fol lowdng: 
Il, Create or revise a documant 
2. roves a documant 
3, Print 4a document 
4. Fill in a form document 


Option: 1 


Name of the decumant whan stared: 
Decument (blank for a list of documents): 
File (blank for a list of files): 
Library: 


Within Text Management: 
Press HELP key to display help text. 
Prass CFL key to exit. 
Press CF2 key to back up to the previous display in 4 serias. 


CFé-Display meseages 


Pogure 2-1. PREM AE MIONT. fon ilespdoviag a dederant int 


§. Press kN ES to disphay the POL WES] LTS 
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Gc _ 
TERT LOCUMENT LIGT 
File: EXAMPLE Library: Q6FL 
Enter new decomenct mame aor aelect document From List below: 
Search dasorciption: 
Search from creaced date: 00 700 $00 Te created data: o2/22/a4 
Locate document name beginning with: 


OFT DOCUMENT ESCH LPT TON CHEATED 
_ COLLIS Simple data bese column sist — 2/22/64 
= DacCoOryY Bocumant to copy data in directly 2/22/84 
— ENVELOPE Envelope exonple O2/22/84 
—  FORNDOC Docunent with form fields, highbight, underline O2/22/6a 
—  LETHCoL Leeter with multicepy and column list 3/22 oo 
_  LINECOM Genere)] |etter with data for line commands Nef 22/ 84 
_  HULTICOFT Multiple copy document fFeom data basa 02/22/84 
—  PRTCTL Detument with print control commands O2/22/ 84 
—. SOURCE focument contalning Print Control File data a O2/22 84 
._  SPELLER Letter with misspelled words es OLf22/54 
_  &TDLET Etandard latter Og fa ae 


i-Select document 6-Copy to new document %9-Remeve document OF1l4-Print list 





Mure 2-2 EOE MEST LIST 


(ance on Lh fisl, move your cursor to che option freld on the lef teand 
ace of the display and Eex on the option beside the document you wan 
fo work with Tse funchons yous ase and ther oprigi aon hers 
appear ay ihe hattonm nf your display, 


Chase Bal vou Want Oo 2opt 2 document, 2 tie samc Lim, key una 
Tew Tae tn Le eter fet dociened! adie Of féferh docusnod free iit 
fefew liekl. Phis creates @ mew cocument and jakes vou ts Bail 
disphiy ta sce [Fe new dagument: Toe new dacumedt isa dupheate of 
the ordinal document, 


YWab qaroadiv cnrer an &oin the Oyien Teld you reached thus display 
afer creasing Optan | (Create ar cevise a docu) | on ie 
PRIMARY MEN. Therefere, you did nat choose omtiar | on the 
PRIMARY WioS0, theo drelti, 8s fo ee ddan, vl mo. be 
sngwh. 


Choose open 9" yuu want lo dele a document [ramiike geven lle, 
= ‘Pext Mandpement Chen ruts a yoessaze teding ¥7u io prers |S TER 10 
¢ defere the Jocuient, You can cancel the delete by blanking out ior 4. 


—t eta : —— ™ 
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Otherwise, press ENTER to delete the document, You can delete more p) 
than one document at a time. 


For all other options, only one document can be selected at a time. 


r— Note 









After you have displayed the list of documents, lext Management 
saves the list. When you next display the list of documents for this 
file, Text Management gets the saved list. Any changes made to 
the list of documents for this file by other users will not be visible 
to you until you refresh the saved list. To do this: 





|. Display the document list for another file. This erases the saved 
document list by replacing it with another list. 


2. Display the document list for the first file again. This brings in a 
fresh copy of the document list. 


To leave the DOCUMENT LIST, press CFI to return to the 
PRIMARY MENL. 


Creating a Document on the Document List od 


This example shows you how to create a document on the 
DOCUMENT LIST. You can name a new document on this display 
and create it by copying an existing document into the new one. 


1. On the PRIMARY MENU, choose Option |. Leave the Document 
field blank. In the File field, key in EXAMPLE. In the Library field, 
key in QGPL. 


2. Press ENTER. Text Management displays the DOCUMENT LIST. 


3. Inthe Enter new document name or select document from list below 
field, key in a new document name. For this example, key in the 
name STDLET2. 


4. Now copy one of the existing documents into the new document you 
are creating. Key 8 beside the document you want to copy into the 
new one. For this example, key 8 beside STDLET. 


5. Press ENTER. Text Management copies STDLET into your new 
document and adds the new document, STDLET2, to the 
EXAMPLE file. Text Management also copies any mark-up, such > 
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as paragraph formats and printing options, associated with the 
original document into the new document. [or example, if the 
existing document has a temporary dictionary, Text Management 
copies it into the new document. 


You can now revise and polish the document that you have just created, 
For the examples in this manual, you should use the document that you 
have just created to practice with, and then delete it from the 
EXAMPLE file when you have finished. 


Now that you have created a document, you need to know how you can 
display different parts of it. You can move the document up and down 
on your display or from side to side. 


Moving the Document Up and Down 


You already know how to roll the document up and down using the 
ROLL keys on your keyboard, You can also use line positioning 
commands to move the document up and down. Use +x to move your 
document up x number of lines or -x to move it down x number of lines. 


1. On the Edit display, key in the line positioning command followed 
by a Space on the sequence number field. For example, key in +5 
on the sequence number field (the far left position on the screen). 


2. Press ENTER. Text Management moves the document up five lines. 
You can also move directly to a specific line in the document. For 
example, if you want to change the wording on line 0020.00 key in 
0020.00 on the sequence number field. Then, press ENTER, and Text 
Management displays line 0020.00 at the top of the display. 


The three ways of line positioning move the document up and down in 
different ways: 


e ROLL keys move the document by a whole display. 


¢ Line positioning commands (+x for Up; -x for Down) move the 
display up and down x number of lines. 


¢ A line number keyed into the sequence number field takes you 
directly to that line. 


Now you know how to move the document up and down on your 
display. 
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Returning to the PRIMARY MENU 


Windowing 
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To return to the PRIMARY MENU from the Edit display, press CF1. 
Text Management displays the EXIT FROM EDIT display. Press 
ENTER to update the document with any changes that you have made 
and return to the PRIMARY MENU. If you are processing a list of 
options on the DOCUMENT LIST display, Text Management processes 
the next one. But you still need to know how to move it from side to 
side. 


Note 





For the examples in this manual, turn the sequence numbers on 
when you come to a document without numbers. To do this, press 


CF 13. 


Text Management allows you to create or browse documents that are 
wider than your display area. You can tell Text Management what 
column you want to appear on the left of the display. To see the areas 
outside of the current display area, you move the document on your 
display to the left. To return to the original display, you move the 
document on your display to the nght. This function is known as 
windowing. You can move your display from as little as one space to as 
much as the width of the document in either direction. If you window 
far enough to the right, you can see the date on which the line of the 
document was changed. 


For this example, use the Edit display of the LINECOM document from 
the EXAMPLE file in library QGPL to see how windowing works. 


|. Display the section of the document that you want to move to the 
right. 


2. Move the cursor onto the sequence number field. 


3. Key in the command W22 followed by a space. You can key in the 
window command on any sequence number field or on the upper 
left-hand field of the display. The W stands for window. The 
number is the number of the column that you want to appear on the 
far left of the display. Your display shows: 





TEXT Wil Document: 
Fmt: ee A a ee keane 
teins BEG NN ING ee ee 
0001.00 The Adams Supply Ce, Led 
OG02.00 15006 Main Street 
0003, 00 Toronto 
0064. 00 
0005.00 Dear Sir, 
0006. 00 
o007 | At the present time, we are making plans for mext year's supplies, In 
O008.00 axamining sur steck, wo baye discovered shortages in the items Listed 
O09, 00 below. 
710, 00 
OO11 | Please notify us as soon as possible whether you can supply us with 
0012.00 these items in the quantities we need, and advise us when we can expect 
043. 60 delivery. 
M014, 00 
Wad .00 Quantity [rem 
Oo16. 00 io Panciis 
OO1?, 00 2G Pers 
OOTE, 00 aG Tablets 
0019, 00 ao Erasers 
C020. 00 40 Ink Bott bes 





Finite 2-0] PSO acumen hefere windowing 
ote that (he dap af the ciypay shows TP of T)as indicates that the 
client window beging im covimn | The new cotmnand Wi? 


indicutes that Wie new Window begins mm coumn 22 


J Prove bs TER. Your display shows: 
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Pepure Td. LIS COM dcettce alice weenluwing 


(He nuniness to the mga of ihe danley indicate the dace the geen 
ine ‘nie documert wis created or “ustahanged lext Wanegemet 
displays acros for ant lings in the dectachi tbat saree not Peer, 

Lea nped since twas creared. Nolte iaar the wap al the diseliy now 
Shows WOT to tidicate that this dispeay staity in cobuniws FD es the 
idelent 


§. Pereturn poche orpirabeksplay, sey We! Jo'lawed by a space ar 
the sequeree urbe: Sel ame! press ENTER 


— Sule 


© You can also key the wendae inc commana a (ie top lebl-hanel 
comer ao! the display oar the lime wat indicates inc begining of 
Iie hocuieuert. 


© 





DR Leura by Exarpie Weacwing Wil fey Waragueneni 


© Using the Scan Field on the Display 


If you want to search for a word or phrase in the document, key the 
character or characters into the Scan field on the display. If the scan 
string begins or ends with a space, enclose the string in single quotes. 
Use CF7 to scan forward on the display and CF8 to scan backward. 
Text Management starts scanning from the current position of the 
cursor. 


Scanning for Character Strings 


Text Management can scan for a sequence of one or more characters 
called a string. To search for a string of characters in the document 
with which you are working, you can key the scan string into the Scan 
field on your display. Then press Cl‘7 to scan forward or CI8 to scan 
backward. Text Management can also scan for a string and display it 
before replacing that string with a substitute string. Text Management 
can also scan for a string and replace each instance with a substitute 
string without displaying each occurrence. Create the document 
PRTCTL2 on the DOCUMENT LIST from the PRTCTL document in 
the EXAMPLE file of the QGPL library to learn how to use the scan 


¢ ; functions. 


To scan for a string, you: 
!. Must be on the Edit display. 
2. Press CFS. Text Management displays the SERVICES MENU. 


3. Key 1 in the Option field and press ENTER. Text Management now 
displays the SCAN/SUBSTITUTE OPTIONS display: 
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TEXT SCAN/SUBSTITUTE OPTIONS 


Beans is 
Substitute: 
Display before substitution (¥ N}: 

Tgnore upper/lower case on scan (Y¥ N)r 

From/to line: -00 9999.99 From/to column: _ | _§8 


CFT=Scon forterd CFe=-Stan backward 





pore TA SE ANSE STP PTS daly 


4. Key Che sean singin the Acc febl You sim tncely whether in 
Pe bigest ard (aiwes Casco ae sar mire he Gelantat 4 dar 
Ye. Vaeican chai? thes valieis Sy foro ss. (FP you kev nS For 
Se, Tost Minggemont scans for astarces af the scan string that 
Gxdclly matelh the scan qtemge thal you key in on loi absclas. Fo: 
Chis tkataple, use comand ard ose tse detaulls Your disnliy 
ytesyary 


TEXT BOA /SUBSTITUTS OF CHING 
Sean: et 


Substitutes 

Display before substitution (¥ N}: 

Ignore upper; lower case on scan (¥ Ni: 

From;to line: .00 8999.99 From/to column: _ 1 _B&8o 





Pigore 3-4 Sean sering fe PRET? eee 


2.) 0 | earrieg by Ceaaiple: Working Wine Tex) Managone 


&. Jess ENP to return wo che decument slid uisplay. ‘The top of 
your display now shows comma in the Scar ficld 
























Wil Decument: PRICTLZ 
Free: i ee ee en a ee. ae ee on oF 
irteiciniqrinitricy EG INN DNGatinininist iricie 


OWL 00 ak 6 

Ooo2. oo 5/38 Text Management 

Os, Oo How to Use Print Control Commanda When Crasting Documents 
OOO, OD date 

0005.00 .te 


O006.00 .hl Intraduction 

O07, OO This sample document shows you how print control commands can be 
0008,00 used im document creation. The sample document shows « document 
0009. 00 containing print control commands. Compare thia to tha printed form, 
$010,000 which shows the documant after the commands have bean #xecuted. 
0011.00 .hl Parts of «» Document 

OC12.00 .h2 The Automatic Table of Contents 

Hols. 00 Text Hanagement has provided an aasy way to ger a table of 
0014.00 contents in your document. You just dngert a teble-of-contents 
0015.00 command { te} inte the documant where you want tha table of contents 
M16). 00 .sk Oo 

OO17,00 fo ge, 

0018.00 .h2 Hajor Chapter Headings 

GOLF. O8 Hajorc chapter headings ara located at the baginning af each 
0020.90 chapter and you define them with an hi print control ¢commant. 


Figure 2g-7. Scan ELL ramnind on the kalit diapine al PRTC G6. 


& Press ack? to scan foreard andl CPR io scan backward These 
Connonamdé move the cured 6o Lhe next instance al uae sean airing. 
Repeat the commands ental no more inslanees appear 


fT Automate byphenatien has no effect ar scanning because [ews 
Wanagemicnt dermporariy removes the lrypiicn white scanning. Gute 
You mse a hyphen manically, then you mist include it in your scan 
strig, or Text Manaerment will not reécoeniect the ward, 


8. Presel) | and return ta the EXT T FROM [DIT display when yoy 
have lintihed working with the document. 


9. Phess ENTER to retum to the PRIMARY MENT! 


Text Management scans foro strmg for vou to change or ‘save as you 
Want Tt canmalsa scanane substitute a ree string far rhe ay 


happier 2. Tes! Docinmenss ge 


RULE eT, Of iain scan anal slaw eou the oplion af su heluting | 
Lie new sling 


Substitution 


adhe SOAS ADM SOUL TL CP TIONS Gis glky you use Te scan Inne 
te boagk far gd erigg, areal key im oo mee subs cli strii2 on thie subsnrte 
fee Pleei presa tN PLA is return be cae belt dosplay: 


TEXT ECAN/ SUBSTITUTE OPTIONS 


Scan: document 

Substitute: letter. 

Display before substitution (¥ N}e ¥ 
Ignore upper/lower case on sean (¥ N): ¥ 
From/to lime: 00 $999, oF Fram/to columm: .) 80 





Fagure 2-3. SE AS SEES EEE OR PS sepia tor sebetutior on Pe |b decane 


Press CF to stac fore sd CR to scan Buckwoad frum the current 
Woealiove ge tiie vias dlachopic Teves WT AP eT | re! tare al i> 
“ht (triratdocweoa, Popabes ire curse fa “hcl omaitien anil with to 
yOu CO doce wher 0 sulin Che string seve LD ve eit ta 
subslitcae tae wew sirng, presa DLR) Corba. Ivo press 
EXVER, Seat imagenemt makes the substeition and redisateys the 
lire woth the Stes! apical ATT, se press CP? ae OR be kad fie 
Ihe nekttwistande Al the peasy eooing. CP yaw oress OP de 18 witha 
preaeeg@ PS TI, Vest Marggeuent subaru: che mew sir and 
Waves Wy He Mess nstunoc of (he scare nie witha pecisckiwing (he 
dheamped line 1f vou deed thot you dooce) wart co cuike i parkiutar 
subsstulicn, press (1d fo cancel the subyscitul' ge. 


IPyau ware no subsliluac Jertce lor dacmnenar evened thot il aocurs, 
acy indhe scan stung ail ac substirgte string an the avpeypriate lines 
[rome psi tite Fee wertaap fain sate atecer baal charge “yf far Wet coe len 


Sor 
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TEXT SCAN/SUBSTITUTE OPTIONS 


Scan: document 

Substitute: letter 

Display before substitution (Y N): 

Ignore upper/lower case on scan (Y N): 

From/to line: .006 9999.99 From/to column: 





Figure 2-9. Scanning and substituting automatically 


This change tells Text Management lo scan for the string and insert the 
substitute string throughout the whole docttment from the current 
position of the cursor. It docs not display each instance for you out 
simply carries oul the function. To execute this commanec, press 
INTER to return to the dit display and then press CI'7, Text 
Management replaces all instances of the scan string with the 
substitution string. Because Poxt Management scans and syibstitutes 
from the current position of the cursor, you wil] miss occurrences of the 
scan string if you do not scan from the beginning or end of the 
document. 


When you have finished working with the document, press CFI to 


display the EXTT FROM EDIT prompt. Press ENTER to return to the 
PRIMARY MENU. 


Scanning and Substituting in Part of the Document 


With Text Management, you can choose to scan for a string in a 
particular part of the document. 


l. Inthe Scan fictd, key in the character or characters you want to look 
for. 


2. Inthe Substitute field, key in the character or characters you want to 
substitute for the scan string. 


3. Key tn the line number and/or the column number where you want 
Text Management to start scanning for the scan string. 


4, Key in the line number and/or the column number where vou want 
‘Text Management to stop scanning for the scan string. 


5, Press ENTER to return to the [dit display. 
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Summary 
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6. Press CF7 or CF§ to make the substitution. 


Text Management scans for the string in the part of the document you 
specified. For example, if you keyed 5 and 15 in the From/to line field, 
‘Text Management scans the document from lines 5 to hne 15. Ifyou 
also specified 3 and 10 in the lrom/1o column field, Text Management 
searches from the third column to the tenth column on all lines be:ween 
Sand 15. If you specified substitution, Text Management cither 
substitutes the substitute string for the scan string automatically or stops 
at cach instance of the scan string and gives you the option to replace it 
with the substitute string. 


If you want to scan without substituting, you can use the Scaz field on 
the Edit display. Make sure that SUBST is not displayed to the left of 
the Scan field. [fit is, you need to clear the Substitute ficld on the 
SCAN/SUBSTITUTE OPTIONS display. Press CFS to display the 
SERVICES MENU and choose option 1. On the SCAN/SUBSTITUTE 
OPTIONS display, press the FIELD EXIT key in the Scan field and the 
Substitute field. This clears the outstanding scan and substitute strings, 
and you can use the Scaa field on the fidit display of the document. 


When you have completed the cxamples in this chapter, you should have 
learned how to: 


¢ Display the DOCUMENT LIST. 


* Create a text document on the DOCUMENT LIST and copy an 
existing document into It. 


¢ Move the document up and down using the +x and -x line 
positioning commands and to go directly to a line by keying a line 


number into the sequence number field. 


¢ Move the document from side to side on the display using the W for 
Window line command. 


® Scan for characters or words in the document. 


* Scan for a string of characters and substitute another string for it. 





2 


2 


Chapter 3. Composing Text Documents 


This chapter shows you how to create files and text documents with 
Text Management. You will also learn how to: 


® Write a text document 

e Create paragraphs in the document 

e Use formatted and unformatted text 

¢ Define paragraph formats 

® Change the default paragraph 

® Assign paragraphs to different formats 

e Define extended paragraph format options 

e Store your document in the text document library. 


The first step is to sign on. On the PRIMARY MENU, there is a list of 
options for you to choose from. 
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TEXT FPHISART tae 


Select one of che following: 
1. Oreate of pevise a document 
2. Browse 4 document 
3. Print @ document 
& Fill in » férm document 


Optienr _ 
Hane of tha decumeant when atored: 
Document {blank for a liat of documenta}: 
File (bliank For » List of files}: 
Librery: 


Within Text Management: 
Press HELP key to dieplay help text. 
Press CFl key to exic. 
Presa CF2 key to back op to the pravious display Im a series, 


GPé-Display massages 





ligarse 3-1 PRISTAS YT MSE teorne Pinks pia et fe aed 


Creating Files 


‘OW iat You have viened anand cracred tac VRIMARY MEN, you 
tag credie a (ie Rach fle cartaens a proua cl adaeaments, ond Vex 
WWanagerent stores every Plein drerp— vou can think of the system 
as an tivelrane (og cabinet | oicw the example and execule the sane 
ers an Lest Manapemnenil. As vou Samplers cacy section check thas 
Yaue Giepliy matches Lie Oe i tho. buck. 


— Note 


TT’ you make some lypong cerars es you key in ie iiforpealion, You 
can lype aver the ¢rfars wiih Lee cotrced infermatian. vow wart 
ta delete pame exit characters, you can cress DEIR TS. Posticn 
the wursa: under tine letter esuowarit bo ibelete, and press GILLETT. 
Tater oe, Yee will Weare) Gok? corracha rn me tnieds 











4-3 i rant +H Fvirepte Werk ng Wohi Test *hariage: Ter 


|. Passion cae cursor on the blink line next to the werd “on Wow 
C WU Toocreate a file, so vo can leave this field blunk, or yaw can 
keyon Lif seg want to éreare 4 document a1 ihe same time For rhs 
taample, leave the Opie fel blank. 


sow YO need wo mame vie getal fife. Por thas sxanpic, ie Lae tne 
nme SAMPLERS ar ihe mare) ol a file (hat dees oot already exuie 
Kevin ihe nang, with aa spaces, apposite File Leave the 
Dewaetat heal hank. 


Vhe file dare cas) be any mostiuee of alplianvinerit characters that 
eu want, but il cancol began web oa number ar irclyde any spaces 
The tame shoanld describe the contents of the fie 


ll you nave mote than one hbrarm, Reva the manic of (he one vou 
want the hile co desde am Ii vou de not kevin a Shan nace, Pox: 
Managemen. will place your lle mine nies. lierary shat is on tae 
lipracy lest 


Your dieplin lamas lke tiys: 


TEXT PRIMARY HENU 


Cc Select one of the following: 
lL. Create or revise ao document 
2. Hrowse « document 
3. Print « document 
& Fill in a form document 


Opt dom: 


Name of the document when stored: 
Dooument (blank for « liat of documants }: 
File {blank for a list of fLles): 
Library: 


Within Text Management: 
Press HELP key to display halp text. 
Press CFi kay to axit. 
Press CF2 key to back up to the pravious display in « sories. 


CFé-Display messages 





i Fegure 2-100 Clearing a file 


Chapte J Clompoasng Text hocervents 3-3 


‘OTP Text Management ob nat dismaying the same of your library, key 


na Yous ibrary naan. 


4d. Prese EN CUR peice. Your disptay now skuws the CREATE TEXT 


Pi Tt prone. 


TEXT CREATE TEAT FILE 
Library: YOURLIB 


Enter the following for the new file: 
File name: SAMPLES _ 
File descriprion: 


Allow others ta read and prince documents in thia file C¥ Ni): 
Allow others to change documents in this file iY 3: 


> 


Pigaee 





3-4 











CF4 + Prompt for additional compand parameters 


PRP ATE TRE T PU bk preumpe 


lcs called a prompe lecause uhe display eras you Tor atiswess 
Hadi trovile oat Marndgenent with specic ipfernmation ebony che 
hile Son are create. 


Text Management displays tne name of sour ile (SAMEERA Kocy 
Wa shart Gescrrptian af the vortents oF the fide far th cdaurtpie, 
key oun sainiple doctonents as ule descrip 


You must alsa deeide cf you want is let other poopie read and reat 
the decurments is tas Ele Sinse uhis file does nat contain say 
scona, or comfécrtal imformaticn, vou probably wart to allow 
other ptapic ia read Wo WP vow do, then leave Y fot Yes Others, 
kevin SN far No Ohnher peopie should be able to look ata saniple 


le, 30 leave W for Wes } 


Learnirg by Crample Wevkang With Lest Siasagemen 


iyru do aot want antsone to change the Gk, cave S fap Th 


aby hapesens to he the defawl? ot guineas vale Pow dopy poe 


loske “vhs (hur 


0 


Porure Fa Cepia CAL AT) Oa PL eee 


7 [fre | SUPE 


Yeu hare pow if:aiee a Dk owdth feat Slanageinert Wrucan new 


fee prerreee  eo aey fa rapeern [ Poe fie 


Creating a Document 


Paice pow ove o Phe poe eed te ocerate a ditciumasid Ge i foe itr 
ha ie 


) whores op ae 1 Peete crea 2 detours bee foe Lippe 
ing bd 


S_—_— Sa — —=—__. 


ee ee ee ee 





1.5 


2 Rey the name of the docuinent you samt to create m the Deemer : 
field Forties example, call che document EXAM PLEL [fhe 2 
morn already owsis aca chfferenr vance 


A Kevan the hile and library naines, and press PATER. “ext 
Management displays the lida ditplay for vie new document that 
you are Creaing 


2 sae, 
ee 


= = om & ble 
Doctimant EXMGLE] added to File SAMPLES. TOURLID 





Fepete J-R 0 Utsgdus ready fae het ued 


“wa Text Mtanavement is wailing for you lo write pour fire! decument 
in this le, Vhe cursor ig at the first pesitian of vie first ine) Sotiwe 
Cit, Weeplise (hiss anew docu, [iere are ono bie, on aeyerine, 
numbers along the ade ofthe document There are 140 [ines acatirg 
tke beginning and the traf af the document space into whieh vou hey 
cnforma ion 











4. Legrunp by Prample {le ork arig With Pest vianapenert 


[— Note 


* You cancreate a Nic and 4 dlocumenr at the came tence Sanply 
cev ida doguirent name ari) a file came on the PRIMARY 
MEST Peess LATER, and complere ihe steps for creating a 
Me. Phe bdit cosplay alse shaws @ message telling yeu thay 
wher duu completed the CREATY TEXT FILE prompt, euler 
Me SASTPLES was created and placed a the libvary, othe 
case WUE TAD 





Writing a Document 


Sturt bw weiling wu letter lating [ext Management. vou wll icarn licw to 
formal a leccer, how co crease a paragruph, and how co print our Grier 


Start ov havi ir che Following an the first ine 
L.. Sinith 


Sow orose SEW LDS E te meave Che cunsar to the meg ling Your 
display looks ke chs 





bigore jie. Past dine of your document 


“Seal, kevin the foto on he second line 
4949 San Marcos Road 


Presa NEW LUST aciin to move the curser ie the third line Yevur 
display should look like ches: 





Chapler §: (lomposing leet “hocumencn 3+ ! 





Vigese 3-7 forad tyes fires of vou dounieene 


Yigiare 


1-8 


AoW hey ih 


Franston, [iliniags 


Ther peas SEW LENG: ive co move tHe cursor bien Sines dnwn. Kew 
mike “olewirg: 


Dear Sir, 
eess WEY LINE in ave whe cursos down one more bare 


Your duplay tooks ke chs. 





Vk, beret Pre bros oP peur abacus 


sess the spuce key You press ties key to ted Tew Managemnena to 
‘wave wd blank biw bore 


Press ESTER 


Your dbclay now loaks bRe cbas 


Leaning by Cxample: Working Wath Feat “asaperment 


i 





TEXT W:1 Decnumeant: EXAMPLE] Sean: 
Fipt: 1 =... *, EE Tso a4 Pie aid == 8 1 ee ee Mei sae aaa @ pe G osue =a ?> 
Witeinininicteirtr® BEG T NN | NCininiieanininine 


OOO1.00 L. Smith 

0002.00 3949 San Harces Road 
0003,00 Evanston, [Llinois 
0004, 00 

0005.00 Dear Sir, 

‘00.20 


deeteeirieiniciet Wee EN Diininiar inane 
Figare 4. Firat five lines of your ducument wrih scquence mumbers 


Tl the document docs ot show the sequencc ALMbers, POU can press 
LVii ta display then Jl your Jrolay does sliow irem, bul vow. de nor 
want chem displuyesd, oress CIS io remove chen fron) the cisplay. For 
the cxamples wi chis manual), leave chem an 


Sow that you have caripicted nie addiess, vou are itady te hey in the 
woedy af tle dette 


( Paraviaphs In thre docunerit 


Wour cursos ion line 2206.00, | o creale a new paragraph, areas C19, 
leat Managenient inserts paragrapll space, and provulcs iimes cf 
underlines for vou Louype on Text Manapement poses the cursor 
for you al the point where vou start ia key on the body of your 
document Your display, looks like (Po 





TEXT Wil Document: EXAMPLE) Scan: 


Peet: Gb Sa wee Dine e cae Beep wee Vinee Be Be wee ee Bee eee Bs pe EE 
frinthineiacinns BEG PN LN Git 

01.00 L. Smith 

O0v07.00 3949 San Marcos Road 

M03.00 Evanston, lllinods 











0004. 00 
0005.00 Dear Bir, 
M005. O41 
oo0g J 
€ Figure Sedil. Paragraphs m rhe document 


Chagpier ] of smpedios Tran Prey prin 4-4 


Gr your lisplay, pau see thal Test Managenient has inserted a line of _ 
tpdct numer MS! oer the greeting. and thal a lighligh-cd | a 
replaces tie last lwo digits of the sixth fine number This line is toe first 

ine of 2 new paragraph. 


Sow yak cad key in dhe firet paragragk of your letter like wis 


mt Wl is EXAMPLE 1 ee 
tL Senne ae 1 fia a ha aa . _.. 5 2 & Pk Rea fee TT 
Saberiitiiacevioereese 
0001,00 L. Smith 


ooo. 00 3949 San Harcos Road 
0003.00 Evanston, Illinois 
0004. 00 

0005, 00 Dear Sir, 

O005., OL 


OOo) 2 -T esn type right over the underlines. Text Management automatically put 
s wy words on a new line. This maans that I do not have to use the return carr 
age tO start anew line. This sakes typing much easier for me ae [ no longer ha 
ve to worry about the right-hand margin. 





Pagure 2-0 Federing the oat padugeaph 


You have kevel in your fest perag-anh Your new saragrapl iloes noe 
haveany sequencer worbers next to the lings “Sow you ard going to 
[ype another puraghap, so aositian the vuraer arbor cic last wird ie che 
paragraph ane press CFU geaim bias remieves the npure lings tram your 
lirst paragraph, and aad (Pe cemening lines co hb whe format of the 
pasapranh jue to tle adhustiment, your display may mat he exactly the 
samme gs Che one phowr. belaw, Sut a sragulil be sienilar. 


A-f0 0 Learning by Raaingle: Workaig inh Text blanege wer 





Figure: 3-12, Saanuing Whit second paragraph 


 & Sow key in pour sevaral paragraph of test Your cisplay looks bhe thas! 


O 


- = ® = SS eS ee = 


Chanter]. Cemposn. Port Den ane 


ee 
th 
— 


O001. OD L. Sith 

0002. 00 3949 San pepe “Road 

0003. 00 Evanston, Illinois 

pods, 00 ‘ 

0005, 00 Dear Sir, 

Hoos; 01 

0006 1 I can type right over the underlines. Text Management ; 


0007.00 automatically p | my words | on & new line. This means ‘thet I 

0008, 00 do not have te use the return carriage to start a new Line. 

D009, 00 Thig makes typing such easier for me as T no Longer have 

boi0.60 te worry about the right-hand margin. 

0011. 06 | 

0012 | Ino longer need to use paper to compose my letters. I can write them 
on the screen, format them, and display them before I put them on di Text 

dances makes it easy to write. aecd letters. , 





Papige A-TA, Fostering lig sy ey aera ge aah i > 


Sow press ESTER 


Mindksplay now books like thus 


J 


def? Learning by Example: Wooing Woh ext Mianagemenn 


é 


We j 


Sole 


04.00 

hot Dear Sir, 
melt 

~ir can” ‘type. eight over the underlines. Text Management 


Document: EXAMPLE} 


2 YS ees fom 1. ose dee z che 
richinieiniiert REG: 


cord 00. automatically puts my words on 4 new line, This means that I 
0008,00 do not have to Use the return cactiage to start a phew line. 
o009. 00. This. makes. typing fuch easier for me as I no longer have 
O0°%ts worry about tha cight-hand margin, 
‘0011. 00 
0012 | 1 no lomgar need to wee paper to compose 
| 0013.00. ‘sy letters, L can write them on the screen, Format them, and 
0014.00 display them before I put them on paper. Text Management 
0015, 00 makes: it aasy to write good letLlers 
{Yebineleteierindact EN Dw 


Fajen! 


Teh iin 





Velde thsturerhs sgigind poop 


Now your document has les puracranhs, but you alo nol have any 
Iga io kevan the chosing of your lecccn, You need sori adiliteonay 
ipace 


Mauve tie the cursog lo the lesson Peers ob Ce secre muir 
Fehlofsne last lina oo bexn Wott caransert ise ise Ute line conunand 
I foy lesen (ouswed Ae dhe quae ab inet You WLLL to insert plus a 
anace (il you ssl esy ind, Vext Manepennenl insenie one additions) line), 
Seal, kevond4 Soliowed bya sages. “Thiswr tb onsery Cour flank ‘nes bor 
vou Tl youwaett mare than four bres of space, jug charge the miambet 
lshowing | Far osscet. Te veu roquesh inece ince than Test Slanapemen 
cag bl ontine distal. Text Managemert insces only tiese lines (ar 
whe [rere 4 root. 


Linaily, press COSTER andl toen key int abe est of the letter, 


Chager |, Coimponng feat Wacurments =] 3 


W:1 Document: EXAMPLE i! ___.... 
4. .o8 Tana ioe ae Bi sus C.. Miwa oe Bows ven Bae -_= 2 7h 
0001.00 L. Smith 
OO02.00 3949 San Harcos Road 
0003.00 Evanston, Il limods 
0004. 00 
6005.00 Bear Sar, 
HOS, O14 
b005 | I can type right ov f 
6007.00 automatically puts my words on « ne 
b004. 00 do not have to gee ! 


i009. 00 This makes typing euch . 
6010.00 to worry about the right-hand 1 
6011. 00 

BOI2 | 

O13, O00 

O14. 00 





locore Do leer eae see in che dee weet 
Preset ATR oa foinptcee whe document 


Pres C.F ta ease your Gatument and mere mon the rent dacumen: 
Weogry) lest Managemen) pow veplass pee RAPT dere ban 
hn Soe Tagen iif on peer i-i7 | 


lhos Ganda y ets Teat Mytagerment what wou want jodie mm phe 
docdtata Nga hawt Penitenl th dee unt stoke Aeolus wat bo 
wees ihe Addie Woe eet the Fa eae tothe he eee at 
thd decent at LM 0 bet ike netic AA STP aod the sarc 
tleouwr haan ob reIL ALI. Dew Managermcu despa dese ipr pou 


Fut oh a fe. ca a wh! shew ripe ieurn tad Shee gigas 


The nit Af he prc ca be Ef gat eo Foot plat 4ow thowa Lhe 
fellow ng 


SC ae et ee ee 


TEXT ERIT From Wy 


Exit Edfter - Return to Primary Menu CY Nhe: 
Update document named below CY A}: 
Create document named below (¥ Mb: 
Print document without formatting CY Wy: 


Document rege: EXAMPLE! 
File containing document: BAMPLES__ 
Library containing file: YOURLIG___ 


Deseripet ion: A sample letter for my SAMPLES fila 
Raséequence document by line number Cf My: H 


-—- or == 


Resequence document by calculating page/iine (¥ Nj: N 


(¥ NW): 





Figuer del neji BAT ERY EM pone pet 


Presk ON TILR. Text vlaragement scluirs tothe PALALARY Mert: 


Paragraph format olin 


bext Management mevecricts bw (prints! loxt—avrforetfea anu 
Jfoemtatted VoGborrmittge beer docs nol have a narapraple Sori 

Mens lier Yoru carmuse nnformatied new foe addressees ar titles ae 
aunvihcny isc that yoo qe want ind paragrackh p otiaited bow has 
a pdeneraph furmet wdentifier You wtdeling dilerent peragrant: 
Formats, ob davott ateloa. Sach! winch: hae ita uen caragrapli fan 
Hie aresafer | oomniies feats easy bo ordre cull bier 
cxdtnigle, You can assign il tah cren) pacag-aph fecaies aod shares 
the lavdul, Mack dime you want fo crcite a new paragraph, pucse Cyt 
Phe seccon "Moragraaks mabe wocument” of bape Shcoriais anore 
IntuiTeadbon on dsing formmallee paragtaps on cle clocumaent. Whors you 
POsMAL YOU Loe, you cant change he dayuut qaiaedy and easily jo you 
maw pecler to Pordl woue bexl cathe: than feat wformutled 


—=— i Sl = ain 


Chapler 3 Tompacive Text Cec mgns 3-15 


TEXT 


bo Wee adocumen: called PRAMTTN2 te goon the SAMPLES fie 
Rey in the uniermacted weet ae shawn below Ga WOT kev on any 
paragraph intarmation Press Cl l3 co Lufn on the sequence 
Tumbcrs, anu prois GTI, 


La 


Preee FUORI BACK SPACE twice le pasion tie corer an the 
leftrnest erie: held Theriometcat rola Quis or, 


1 Reyin the asageed bagagraph format Plena mercer (tliat <5, 
Mate cxuact!y whal patagraph: feqinet you wap be lee) ie cicveert 
Je aull paragraph Parmar Wing the ascigre acing perverts € 75 


Rew it Poa the dvunber oC ihe puraprapl farina: tliat Vou dared + an 
that cade the Gelault format l—arad press abe space bar. Une wis Jot 
gach paragraph 


Your diplay gow loos hee they 









Wi 1 
= 


Fet: 1... . 1 ae re i rat a o. are ane ee PSS 
ie ; | ir fini 4 

PL. Oo Thin dean! et thet needs to have some 

| srophs assigned to ay to do since J have 
0003.00 alceady seen how to us ay in the letter that 
HO05. 60 
oN Brags te org to do but. Text 

00 Management makes | to worry about 
0008, 00 anything difficult, 
0009. 00 iP. 
0010, 00 _- 
OOLL, OO 

I -gert | ndnempeannd pean 


1! 


7 
F. 


+} 


4 Pea ESTER Vie wnfertekited tent al aw fret titled im ihe 
Uelnch Salagiapn format 


Sofa. pou have veed (he Gofal paragrapy foomal There are, howe er. 
rome Other comdhtsond go gameeder Fars, phe fora) tom ue most Fl 
vot wnforma@iied teat Thar dof the paragraph Bae 4 bland hore 
prevéging it, ated the byeg bre a ceed igi, ther the Pert Wes Ye 
MOL ST ipecafs thay ihe blank bone and she fone beng: Pee tayual tes oe 
fiepier than sour Wiepeal line oP amie muacied tet. bce exmempke a! the 
lor gre ane ef ees ceca VW chraciers, ut amen of gpd) Bere ten 





= —_—— 


Leernng se Laample Wyre Ah Ten Wl paggeren 


your Marga mist be Voor greater You would act this tMiren at | and 
af or any mumber greater than wi 


Wren you direst display the Beau chschay of thé document whe delaulr 
mirdprapo larmiatiu | lio sec vor delaul, parageaph tiructure 400 to 
tee Whal. il anv. offer paragraoh formal options you nave. press ©] 17 
lrg wall ibsnlay ihe PARAGRAPH FORMAL OPTIONS Ura Yeu will 
aways Nave at leag one paragraph formal, anu it may be sel as shown 
below 


PARAGRADH FORMAT OFTTONS 


i Pi atacaLAr El HiaAae LING 
AL DG [DENT AT Pe BEFORE 
aj Get SPACES PARAGEAPU 
Lt & éY w) 

MN 


=} 


eon this display will cause the paragraphs in the 
adjusted using the new definition, 


CFa-Paragraph Format Extended Options 





Fipure VIR PARA APTE ROR MAT CHTPEORSS display 


very use; 9rarte out with Chis formar When You use naragraph fornal 
|, Your text begins im the first column of the pape and ends in ce'umn 

7h. Yawr matgins wil be set ar | and V1. Phe dex. as non cagrsd 
deanist the qaht area. Che paragraph) tas me indentation ab is ler 
hit does have a hlank line hefore it, asd automat licker om mt 
set. Press OS TER to retry co the singer. 


Phas paragraph Jormat means your display new lacks like thes 


Chapter 3. Chinipesuig Text Dbecurenis <1 7 


TEXT Wid Documents EXAMPLE? 
Fmt: 1 «, : ae Zz. Moa 

tridsiiirintedolt REG NN TNG@asininbindeicinesr 
0001 | This is an example of some unformatted text that needs to have some 
0002. 00 fone paragraphs assigned to it. This is very easy to do since I have 
0009.00 already saan how fo use the Field backspoee key in tha letter that 


0004.00 T wrote for EXAMPLE. 

OOO8. 00 

a Some people would not believe how sasy this da te do but Taxt 
0007. 00 ) Text Management makes it so easy that [ never have to worry about 
0008.00 anything difficult, 





Figg 2-09. 0 barrmpeicd eet uae faragropa ident fier | 


Toucan change your naoeniph (otis hoon oF iwo wave, Pouca 
dape Change she wclivk wales by keying evce [he exenng ones evr 
opyon | Plowever, wou may aninl fo uae that fertat nona af the ime, 
und another ona lew occasiows dn that case, ia caver te define vour 
secdrel Pactnat as cheer lotic tbat you can assign when you 
reed 


Remember, you fin use vga fel marcment acvs to move from tel oo * 
fehl. iP pane ener fly the feb, then the eievir wuteritivaly noes io 
Line est one 


Suppose, jorexumple, vou dec wle thal you wane to change tic 
pardraph fornaty of the locnmedt PA AMPLE 2 in your SASTPE TS 
Mle take the follow sicps: 


IL Press Fo ie daplas vonr PARAGRAPH POR ALAY CHIU 
Vist 





Fipwie 1-37. Perse jaragrapk Prerrrut penn 


ae TR lene ng By haamaic. Works ing With Vous ‘Wanagericnt 


Sa far, yau Agave onl) one paragraph formal apian Thetis also 
wow defaull pariesagk 


a 


h Move your cursor onte the PAR AGRA | COR WAT OTF colurin, 


or the second row, ard Bey in 2, sa tha: yGur caoiav shows 





bepure 12), fdentily) a scound pacag-upl lure! agin 


Thos number weatifes, or namics, tlie seemed pacugranh farmnat 
apivurt 
1 etine where you want ihe left and tight margian. Key in the 


comresperding calumm embers bee this exatipee, use Mand 60 sa 
Liat vou dieplay iooke Re tris: 


PARAArD ST OPT Te 


- AARON - = - Pica ry BLAME LINWE 
ALT a eer ADOT DG 
eA TTT 


LEFT IGT BISET PAR git PW 
te fey f Wi 
H t 





Pegure 1-22 ScUning tie beled oe bt marge wef e cer pocupraph formu option 


‘Vhesd sel vour fell margin Loestark ber) paces we from the Jeli side of 
ie page, at! sour Bh marge aC mLy spaces on from the ici he 
Paragraph formats Alyy characters widte 


4. Msext, you muse decide whemher you wane be end cach line with o 
fomplete word thal does cot necessary bone up owl the ward above 
it. Vor this exampic, use ialignesd reins, o2 rapeed vier. CLs 
book uses ragged tight | Keyan for Se under LGA RIG T? 


Caapicn J) Compost lest Docwnrn 3-19 





Figure 3-23. Defining right margin as not aligned 


5. The next column is for paragraph indentation. Here, you key in the 
number of spaces you want the paragraph indented. Use a positive 
number to indent to the right. Use a negative number to indent tc 
the left. For this example, use a positive number to indent five 
spaces to the nght. Key in 5. Your display shows: 





Figure 3-24. Defining paragraph indentation 


6. For this example, insert a blank line before each paragraph. You 
insert blank Jines before paragraphs to format paragraph layouts for 
a block letter style. If you do not want a blank line before a 
paragraph, key in N for No. If you do not insert a blank line, you 
must indent the paragraph at least two spaces. Text Management 
uses the space to store certain paragraph attributes. If you wanta 
blank line before a paragraph, key in Y for Yes in the corresponding 
colurnn: 





3-20 Learning by Example: Working With Text Management 





Figure 3-25. Inserting a blank line before cach paragraph 


7. Since you defined the right margin as ragged right, you do not need 
to break your words. If you want, however, you can still use 
automatic hyphenation. lor this example, you do not need to use 
automatic hyphenation, so in that column key in N for No. Your 
display looks like this: 





Figure 3-26. Defining automatic byphenation as not uscd 


You have now defined a second paragraph format, and you can assign it 
to the document with which yousare working. Remember, you can 
assign this paragraph format to unformatted text only if it fits the 
format. You can assign this second format to any formatted text. So, 
to format unformatted text, assign it first to the paragraph format that it 
fits. Then, change those paragraph format options to the format in 
which vou want the final text. 


If you ever want to change formatted text to unformatted text, simply 
space over the paragraph format character on the sequence numbers. 


Press ENTER to return to the document. 





Chapter 3. Composing Text Documents 3-21 


You have already formaemed doce wuarmalled teat wsng paragraph 
lorar td Sige char Ne Nab sare ted inte Wve Fremat ol the paragenpin 
omtion vou yostafehismn!. (nm tam oan tac of tan sways: kevin 2 over mach 
hechhested aaragrapl cdernulke: on the sequence pomber eld 





TEXT W: 1 Document: EXAMPLE? Sean: - 
Fee 1 Sie eae ae ee Be Beane Baer ees Beets ene EF 
' oie FT AM Ne inet 
0001 | This is an example of some unformatted text that needs to have some 
0002.00 parsgraphs asaigned to it. This is very easy to do since I have 
0003.00 already seem how to use the field backspace kay in che letter that 
0004.00 IT wrete for EXAMPLE. 
| Hpas, Oo 
uote = Some people would not bealleve bow sasy this is to do but Text 
0007.00 Management makes it go easy that [ never have to worry about 
OO08. 00 anything difficult. 
Hogg, OG 
0010, 60 | 
OO11. OG 
fiiniiniet! £ A Deine | 


Vepare 1-27. Change pacagrah fore! oben ce Vote iene alemtitee L 


Or dssigil ie saragraply format ia cach paragsish Key on PE follows 
hy a pale oi the sequcmte suber fehl as shower 





TEXT: Wit Document: EXAMPLE? Sean; 
Patiasl di 42 ara z. Sia Gis Wve ise Breen ss ae 
‘tinlebfetecbirs BEGINNING imran 


] Le “This {ts an axample of soma unformateed tent that reeds Co have acme 
oooz. Oo paragrapha assigned to it. This is very easy to do cince | have 
0003.00 alraady sean how to use the Field backspace key in the etter that 
004.00 I wrote for EXAHPLE]. 

0005, 00 

Po 6 i Some people would not baliave how eagy this is te do but Text 

Oo07. 00 ‘Management makes de 30 eagy Chat | never have to werey about 


anything difficult. 
Soa be 
0010. 00 


figure G-3R 0 Asgiga thr paropragh to fhe new fo-met 


Mess DN TRR, anal pext Manapement adjusts tlie naragrapl bo oe cw 
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The paragraphs now have a new format. You can change the format of 
the document as many times as you want. You can define up to 99 
paragraph format options, and you can also change the default 
paragraph easily if you know in advance what format you want. When 
you use CF9 to create a new paragraph, the paragraph format used is 
the default format. See “Changing the default paragraph” for more 
information about default paragraph formats. 


Changing the default paragraph 


Text Management allows you to change the default paragraph. Text 
Management also changes the default paragraph automatically when 
you assign a paragraph format. The default changes to the paragraph 
format that you assigned last. 


When you create a new paragraph with CF9, you can change the 
paragraph format identifier. Backspace until the cursor is on the 
paragraph format identifier at the beginning of the olank lines. Key in 
the new paragraph format on top of the old one, and then key in your 
text on the underlines that Text Management provides. Press ENTER. 
Text Management creates a new paragraph in the format that you keyed 
in. 


You can key over any existing paragraph format identifier with a new 
one and press ENTER. Text Management reformats the paragraph to 
fit the format that you specified. 


You can also assign a paragraph format using the Px for Paragraph line 
command, where x is the number of the paragraph format that you want 
to use. You can assign blocks of paragraphs to a format using the line 
command PPx/PP (where x is the number of the paragraph format) to 
define the block of paragraphs you want to assign. 


On the sequence number field of the line containing the paragraph 
format identifier that you want to change, key in P for Paragraph and 
the new format identifier followed by a space. Press ENTER, and Text 
Management reformats the paragraph in the format that you specified. 
For example, P2 reassigns the paragraph to the format you defined for 
paragraph format 2 on the PARAGRAPH FORMAT OPTIONS 
display. 


You can display the default paragraph format. Roll the display up until 
you reach the bottom of the display, or untill you see unformatted text. 
The last paragraph format identifier on the display is the number of the 
default paragraph. 
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Note that, if you create a new paragraph format identifier while you are 
revising a document that already exists, the paragraph format is valid 
only for that particular document. I[f you define new paragraph format 
options while you are creating a new document, then Text Management 
uses those new paragraph formats the next time you create a new 
document. 


Extended Paragraph Format Options 


There are some additional parameters that you can change. These are 
en the EXTENDED PARAGRAPH FORMAT OPTIONS display. 
This option appears when you are defining your paragraph format 
options. Press CF3 to display these opticns. Note that you can only 
execute this command from the PARAGRAPIT FORMAT OPTIONS 
display, and that the values you assign to the parameters apply only to 
that particular paragraph format. 


When you press CF3 on the PARAGRAPH FORMAT OPTIONS 
display, the PARAGRAPH FORMAT EXTENDED OPTIONS display 
is shown, The paragraph format identifier and the margins are set at the 
valucs defined by the paragraph format option that you use in your 
document. You cannot change them on this display. If ycu use 
paragraph option 2 (as defined in “Changing the default paragraph” on 
page 3-23) in the decument, then when you enter the PARAGRAPH 
FORMAT EXTENDED OPTIONS display you see: 
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BATES OFEO PARA KATE POAT CEPT POSS dinghy 


Line’ per inch species the nupvcer of lines to an inch of paper 
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fonts also include boldface 
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for double space, and 3 lor ip space. Remember, you do not hey 
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dew ument 
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deSne these ophons on he PARAGRAPH TORMAT EXTENDED 


— = —S ee — -——— en 
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OPTIONS display, they apply to the paragraph, rather than the whole 
document. You can specify these same options for the whole document 
on the print option displays when you print the document. 


If you want to specify options: 


iF 


Move the cursor to the input field. Remember you can use your 
field movement keys to move to input fields. 


Key in the value you want in that field. 


To save this display and return to Text Management, if you made 
changes, press ENTER twice; if you did not make any changes, press 
ENTER once. Or press CI3 to save the changes and return to the 
PARAGRAPH FORMAT OPTIONS display. 


You have now added some paragraph format extended options to your 
paragraph formats. 


When you have completed the examples in this chapter, you should have 
learned how to: 


Create files and text documents. 

Write a document. 

Create paragraphs in a document. 

Format text or use unformatted text. 
Define paragraph formats. 

Change the default paragraph. 

Assign paragraphs to different formats. 
Define extended paragraph format options. 


Store your document in the text document library using the EXIT 
FROM EDIT display. 





Chapter 4. Revising a Text Document 


Text Management lets you revise the documents. For the examples in 
this chapter, create your own copy of STDLET in the EXAMPLE file of 
the QGPL library on the DOCUMENT LIST using option 8. With 
Text Management you can: 

e Add text—INSERT, CF10, CF12. 

e Add a line of text—I for Insert. 


e Create and insert a skeleton line—S for Skeleton and IS for Insert 
Skeleton. 


* Delete text—DELETE, D, DD/DD, Dx. CFT. 

e Copy text—C, CC/CC, Cx, CR, CCR/CCR, CF22. 

e¢ Move text—-M, MM/MM, Mx, CF21. 

¢ Move columns—CF18. 

¢ Copy from another document into this document. 

¢ Delete a document from a file. 

Each file contains a group of documents, and Text Management stores 
every file in a library—you can think of the system as an electronic filing 
cabinet. 

Text Management makes it casy to revise documents. You can choose 
to revise a text document from the PRIMARY MENU or from the 
DOCUMENT LIST. The DOCUMENT LIST helps you find a 


document when you are not sure of the document name, but do know 
the file and library names. 
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Nete. —————— *) 


Ifvou de an choose open | on tat PRIMARY MENU, the field 
4-Capy to new decumens will nol be shown “pou can leave the 
Decwment teld blank, dul kev in the Gls and library names. 





Tor this example, creale a new document STOLE 2 Sv copying 
SPD1LET mte vic new decutien on the DOCUMENT LS i) or use Lhe 
ocuriuct 34 MELE that you created in Crupt)er 2. "Text Documents” 
on page 2-1. 


Lise the Following steps wo choase the document vou want fo :fviie 


1 On the POCLMENT LIST) kev to hegide the document STOLETS 


TEXT DAMERT LIZT 

File: EXAMPLE Library: QGPL 

Enter new document nama or select document from List below: 

Search description 

Search From created date: O00, 00 Toa gteated data; 02/22/85 

Locate document name beginning with: Gd 


~ DRSCA FEO 
COLLIST Simple data base column list Gzf2 
DBCOPY Document to copy data in directly 02/22/86 
ENVELOPE Envelope example RBS 
FORMDOC Document with form fields, highlight, underline__ 02/22/64_ 
LETHCCL Letter with multicopy and column list os 2B 
LINECOM General letter with data for line commands s,s 02/22, 86 
HULTICOPY Multiple copy document from data base oo OB 2S / BS 
PRICTL Document with print control commands. __ 02/22/84. 
SOURCE Document containing Print Control File date 02/22/84 
SPELLER Latter with misspelled words, 02/22/84 
STDLET Standard Jertar 9 = 0 02/22/84 


l-Select document §8-Copy te new document %9-Remove document CF16-Print List 





begure et. LRU MES T LIST 


2. Press ENTER to display STOLET2 on che Edit dispiay, 
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0006.00 3949 San Marcos Road 
Oo07.00 Evansten, Illineis 


Figuce 


d-2, 


“hutidey adecd toh dete ime oe AOL TS 
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Press AESET ae ESTED lo cancel the OS SER™ function. and coninue 
lo make any other chanpes on the bali display 


Vou ear ive OP E2 botnsert chisacters io Ue same wor CRIT? displays 
theavsche line on urireomaited test, even the doacumert 4 wider tian 
HOUP aslo, Vom car use 2) ]2 oo revise fest that it mart of @ 
hormaited Palragrapi or to revise vrforia' ted tex, 


CTipter Plas, Apig i Text Peecigreem, 4.5 
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Tnserting text into a paragraph 
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TEXT Ws 1 Tecusant: ETDLETE Senn: 
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seeetieeS=REGINNINGHEeOe 
0061.00 Thursday, July 3, 1781 = | 
O02. ; 
0003. 00 

tes. 0 

OOO5_00 Mire. Lawrence Smith 

000¢. 00 5945 San Harcos Rood 

OOO}, ) Evanston, Illinais 

0on8. 00 

0007. 00 Dear Hrs. Gmith, 

O16. Go 

OO11 ! Yeu say use your CLEARVIEW CARD at any of thousands of 

0012.00 merchants in the Chicago area who proudly display the 

0013.00 CLEARVIEW sticker. You will be required te show your card 

0016.00 at the time of purchases. 

013, 00 

oo16 | The Limit set on your credit will be $750.00, IF you 

D0)? OC wish to fncrease your credit limit heyond 9150.00, plage 

O18 0} call your CLEARVIEW Account Representative on {312} 

BOLLS OO §4$- 9244, 

bord. 00 
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Inserting a line of text 


1. On the Edit display of S(DLET2, position the cursor where you 
want to insert text. On STDLET2, position your cursor on line 
0013.00 on the Y of You following CLEARVIEW sticker. 


2. Press CF10 to display some lines for your text. 


3. Key in the additional text on the lines. For STDLET2, key in These 
are the added words that I have entered into this letter., followed by 
two spaces. Note that you can cancel the insertion by pressing CF6. 


4. Press ENTER. Text Management inserts the additional text, adjusts 
the paragraph to accommodate it, and displays the inserted text on 
your display. 


Notes 















® You cannot insert text into unformatted text using CF10. This 
key inserts ncw text and adjusts the paragraph format to 
accommodate it. 


¢ When Text Management adjusts the paragraph, pending line 
commands and line commands in the adjusted text are 
cancelled; Text Management completes line commands outside 
of the adjusted text. Pending commands are commands you 
have started to execute, but have not yet completed. If there 
are pending commands, they appear on the heading line. 


® Text Management executes linc-positioning, delete, and skeleton 
line commands before it inserts text. If this command deletes or 

moves the position the cursor is on, then the insertion function 

is canceled. 


Again, make sure you are on the Edit display of the document. When 
you insert a line of text, you must do so outside of a paragraph or the 
second half of the paragraph will become unformatted. Remember you 
can see where the paragraph begins by Jooking for the highlighted 
paragraph format identifier on the line number field. 


You also can see whether your text is formatted when the sequence 
numbers are turned off. Press CI°13 to turn off the sequence numbers. 
With the sequence numbers turned off, you can see that Jext 
Management indicates each paragraph with a paragraph format 
idenufier on the left of the display. Text Management indicates 
consecutive lines of formatted text in cach paragraph with quotation 
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TEXT Wel Document: LINECOW: 
Pot: 2 <.nc ae Lee eee Bina nee 
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o004, 00 
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f009, 00 below. 
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0012.00 these items in the quantities we need, and advisa us when we can oxpact 
013.00 delivery. 
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Deleting Text 


Deleting a character 


You can delete text from your documents. You can: 


Delete one character at a time using DELETE or CF12 and 
DELETE, 


Delete text from a formatted paragraph using CF11. 
Delete a line of text using the D for Delete line command. 


Delete a block of text using the DD/DD or Dx (where x is the 
number of lincs you want to delete) line commands. 


On the Edit display of the document, position the cursor under the 
character you want to delete. Press DELETE once, and Text 
Management deletes that character and shifts all text on the right. Use 
this key if you want to delete parts of a line or single characters in your 
document. 


You can also use CF12 to delete characters from a line of text. CF12 
displays the whole line of unformatted text, even if the document is 
wider than your display. 


is 


ee 


Position the cursor on the line you want to change. 


Press CF12. ext Management underlines the line of text and allows 
you to make changes. 


Position the cursor under the character you want to delete and press 
DELETE. Text Management removes the character and adjusts the 
line. If the line you have changed is part of a formatted paragraph, 
Text Management adjusts the paragraph to accommodate the 
change. 


Press ENTER to complete the changes you have made to the line. 
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Deleting text from a paragraph 


Text Management allows you to delete text from a paragraph and also 
from outside the paragraph format. To delete text from a paragraph: 


1. Position the cursor where you want to start to delete text. [Earlier 
you inserted a line of text (These are the added words that I have 
entered into this letter.) into your copy of SYDLET (you called it 
STDLET2). Position the cursor under the T of These. 


2. Press CFL1. Text Management displays the first character of the 
text you want to delete in reverse image. Text Management also 
displays a reverse image D in the Pend field at the top of the display 
to indicate that a delete operation is pending. 


3. Move the cursor to the last character you want to delete from the 
text. In STDLET2, this is the period following feéter. 


4. Press CFI] again. Text Management deletes the enclosed text and 
adjusts the paragraph to accommodate the change. 


Note 





* You can only use CFIl to delete unformatted text if the text 


matches the paragraph format. 


Deleting a line of text 


You can use the following line commands to delete a line of unformatted 
text or to delete a line of text from a paragraph. This example explains 
how to use the delete line commands for unformatted text. You can 
follow the same steps if you want to delete text from a formatted 
paragraph. 


= Note 
e Ifyou delete the line of a paragraph containing the paragraph 
format idenufier, Text Management changes the paragraph to 
unformatted text. 





Again, you must be on the [dit display of the document to delete single 
lines of text outside of a paragraph format. In a previous example, you 
inserted a linc into STDLIET2 (The Carriage House). Now delete that 
line. 
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Deleting a block of text ‘ ) 
You delete blocks of text using commands on the sequence number field. 


]. Position the cursor on the sequence number field where you want to 
start deleting the block of text. 


2. Key in DD. 


3. Move the cursor to the sequence number field where you want to 
end the block of text you are deleting. 


4. Key in DD. 


5. Press ENTER, and Text Management deletes the block of text 
between the two sets of DD. 


Using Targets in the Document 


You can use a target with the move and copy line commands to tell 

Text Management exactly where you want to insert text in the 

document. You can specify several kinds of targets in the document a 
with which you are working. Use line commands to define the text. > 
You key targets on the sequence number field of the line before or after 

the point in the text where you want to insert the text. Press ENTER, 

and Text Management executes the line command at the target location. 


You can use A for After to insert text following the line the target is on. 
B for Before tells Text Management to insert text preceding the line the 
target is on. 


If you want to make several different inserts at the same location, you 
can use a repeated target. You key in the repeated target command, and 
then cxecute the copy or move line commands, one at a time, to insert 
the text at the target location. 


You can use AR to insert the text following the target line. When you 
execute the second command, Text Management inserts the text on the 
line following the last line of the first insert. The repeated target BR 
inserts each additional insert on the line before the first line of the first 
target. 


4-14 Learning by Example: Working With Text Management 


ra 


To wee the AK or BR line command 


Tae ling commands AR and AR lel you move or ropy lies pc a 
rencared largel. This explanation uses the copy line comand a5 an 
evample To mover texto p repeared larger, ese the inv) one 
commands ose AK to tony cntoa the line Mllowing the one the coarser 
Boon, or AR ie ceny ante the orececing line. Lach ime vou.copy a line 
tO the target, the cursor maves onta wie line that vou copied in. 


}. Kev AB on the line numbers Jicld to copy the line alter the une woe 
cursorison. Rey PR on the sequence number held the cursor os 


beside to copy Che line belore the line the cutsar i 


boa 


rapy 


BR 1 600s You may use your CLEARVIEW CARD at any of thousands 
6012.00 marchants in the Chicago area whe proudly display the 
0013.00 CLEARVIEW sticker. You will] ba required to show your 
6014.00 st the time of purchase. 

0015, 00 


In 


Kes ¢ cn the sequence number held next to Wie line you want to 


af 


ecard 


£16 | The limit set on your credit will be §750.00, I£ you 
001700 wish to increase your credit limit bayand $750.00, plessa 


0018.00 call your CLEARVIEW Account Representative on (312) 
A-19.00 555-1234. 
0020. 00 





bigare 4-10. Cupyarg ines weg repenied torged 


1 Press PDR io coey the line at the ARooe IR locaton 


4 Repent 2 and 3 es many limes of vou want io have dilferent limes 


copicd. 


Ta use the AX or Bx comunands 


Phe As or Wx larger copies the ane al tne target Incalion x numbe: of 
limes. You cannel use (hese Cemumands with mave ling commarils 


| “ote that. srands for the number of tunes vou want to copy the 


line a1 a partwolar line atiai 


2 Kevin Ag lor After and Ex for Belore an the sequence nummer fied 
where you want whe specced nusber of tines copied 


Mhapier 4d Revising @ Peay Decurresn aa | * 


J. Fur exaraple, che command AS ipceres five copies of the tine at the D> 
Tar wed 
























A i 


Cc 





Peg ure 


O12. 
0013. 
O014. 
0015. 


Ooty. 
oo18. 
OO1?, 
OO29. 


gid. 





00 Dear Mra. 
oo 


TEXT Wil Decument: STOLET2 : 

oe oe ee eee ae ee: en corer oh eee ae | 
er B EG INN 

6001.00 Thureday, Joly 9, 1981 

bo002. 00 

0003, oo 

Hos. O60) 


6005.00 Mrs. Lawrence Smith 
Oo0e.00 3949 fan Harens Road 
oo07.00 Evanston, Tllinois 

ooo8, 00 
Ho09, 
ho1o. 


Smith, 


| You may use your CLEARVIEW CARD at any of thousands of 
00 merchants in the Chicago area who proudly display the 
00 CLEARVIEW sticker, You will be required to show your card 
00 at the time of purchase. 


Ts) 


) The Limit sev on your oredit will be $750.00. If you 
00 Wish to increase your ¢redit limit beyond $750.00, please 
Od call your CLEARVIEW Account Representative on (312) D 


00 555-1234. 
oo 


Copying Text 


d-"G 


——— 


Listing the As command tomsent Pye capes of a line al the larged 


Welton ¥Ou fOo% Lost, you do mol case of move Che original dae. Ww 
resraduce | aad wisert where you wane the sccana capy cf ihe text bo 
appear “our doeumment thes has tun copies oP thal sectian cf teat {or 
however Thany capies you have made). You can use tae C for Cony 
corumand to caepy text Simply key (CC on the sequence number ficld cl 
ihe bre Wadi you wart lo capy. Specify a targe. an the sequener 
Hunter Gell of tee lire where you want io ised a capy of the hie. 
Press ENTER best Waragement msec a copy of ine line at the 
target Ferakesc examples use ihe S72 DLL) document fora whe 
EXAMPLE Fle of the QHGPL library 


— = - -_ = — 


\.eara ng hig Frame Work ng iL Diet Reha ragecmivind 


Cc Copying a line of text 


Make sure thal vou are on the Muti diplay of the Cocunent. You car 
use this corunand to covey farmated oc unformatted tex. 


| Thate the cursor an the sequence nunther fete of the line you want 
ho enysy 


f Rey on che sequence number held 


TEXT Wil Document: STILET2 Bean: i ae, : 
Fert: j <=_.] ei i s'P Pe z aa Sm PR J few ea 4 ‘=. fe Sieve ce Giete vee F 
0001.00 Thursday, July 9, 1981 
0002.00 

bods, OO 

oo04. oD 

0005.00 Hre. Lawrence Smith 
0006.00 3949 San Marcos Road 
0007.00 Evanston, Illinois 
O08. oo 

bOO9. 00 Dear Hrs. Smith, 


—_ 


OO10. oo 
iw } 0011 | You may use your CLEARVIEW CARD at any of thousands of 
6012.00 marchants in the Chicago area who proudly display the | 
0013.00 CLEARVIEW sticker. You will be required to show your card 
0014.00 at the tima of purchase, 
0015. 00 
ew | The limit set on your exedit will be $750.00. If you 
0017.00 wish to increase your credit Limit beyond $750.00, please 
0018.00 call your CLEARVIEW Account Representative on (312) 
OO19.00 555-1254, 
fo2d. OO 





Tigges 4-15 STOLE. designating ling 14 for copying 
3. ‘dove Whe cursce bo Waere Vou want lo duplicare ce lie. 


4. Kevin A for Alier on the sequence number field to copy the linc 
following the live with the character A Kes m @ fee Seine on che 
ling sequence namber held ta copy the lioe before te tae with the 
tharacier Jk. Tht exansnle below copies the ne ilo a postion 
before the original ling, therefore, it uses DB for elore an the 
soguence number field, 


Chapt 4 Race a Vet Become 2-14 


© 


wwii? 1-<..I 22:2 


0001,00 Thursday, Joly 9, 1981 
| 0002.00 
0003. 00 
O004, 00 
0005.00 Hre. Lawrence Smith 
0006.00 3949 San Marcos Road 
0007.00 Evanston, Illinois 
ode. 00 
0009.00 Dear Hrs, Smith, 
0010. oo 
Bll | You may use your CLEARVIEW CARD at any of thousands of 
0012, 00 merchants in the Chicago araa who proudly display the 
0015.00 CLEARVIEW sticker. You will be required to show your card 
0014.00 at the time of purchase, 
OO15. (4) 
T i16 4 The limit set on your credit will be §750.00. LF you 
0017.00 wish to increase your credit Limit beyond $750.00, please 
0018, 00 call your CLEARVIEW Account Representative on (312) 
0019.00 555-1234, 
0020. 00 





Page ode be Capy eg dine Theat ime ats Eee 
i, Press RN TER io capy the line inte te new posiicn. 


You may also capy o line rereatediy Use the command Cl. (copy 
repeated) | 


I. Kev CR on the sequecces wureber ficld hesule the lime Fou want Lo 
apy repack 


ho 


Revo a large: Use A fer After to cony onte Lhe line that follows 
the onc wok Aon @ for Before to cony the lac onto whe preveding 
line 
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Rah Weil Decument; STDLET2 
ret Pie | ee oe woes eattat bet ha 
Hee HEGINN INGA rior 
"' 7, roel 


a Sf ive may use your CLEARVIEW CARD at any of thousands of 
‘merchants in the Chicago area whe proudly diaplay the 
13.00 CLEARVIEW sticker. You will be required to show your card 
014, oe the time of purchase. 


; faa ‘ “The Limit set on your credit will ba §750.90, TE you 
wish to increase your credit limit beyond $750.00, please 
ic patie CLEARVIEW Account Representative on (3n2) 





Pag re 2-17, Cogveng fit of "en atautly 


} Pies ENTOR lo cops the fae) | Repeat steps 2 ond 2 urdil vau da 
MmS0 well Cty pe De se bree care. 


4 Peose CPO to cancel the outstanding copy ons. 


Copying a black of text 
You must he on wie [de display. 


| Pogilion CF Lirsar os fe sequerce nuntive: Cel bese the start a! 
tne hock of leat you want [2 capy 


i Key CC on foe sequence urine: Geld besde the aaning kre. 


1 Move the corstr to the sequcmes ruber feild beside the end ot the 
block of tex YOU Wink to copy, are kes iy CC apein 


2 Move the curser ta le stcamence camber esd where you wank ba 
eon¥ ine hlowk of rex 











(Mag pile 4a Para Banta a Te at Pha UP Ere ale l a 


5 Wf yeu waneihe plock of text comec after che line, key ue A for After 
onde sequence mhinher held Tf you want te capy im ahead al that 
ling, then key in & fer Hefner, 





0610, 00 | exten, = 
1011 » You may use your CLEARVE ARD at an} of thousands af 
0012.00 merchants in ‘th 5 4 F Ly y 

0013. 00 CLEARVIEW stich 
A 14.00 at the time of p 
0015.00 
coe y The limit = ton you; 
0017.00 wish to increase cr 











0018.00 ea]1 your CLEARVIEW Account Representative on (312) 
CC 9,00 $55-12394. : oe 
p020.00 


Poperr  -DH, d eay-ng the second) pataieu pn 


6 Tress ENTER to copy the black. 


You may alta conv a hiogs of text repewtedgiy using ane of phe following: 


coammanés amd tas COR command 


1 Kes im OCR on the sequence minmoer feld at pin. start al the black 


aPicwl that you wank to copy tepeatcutis. 


2. Rey in CO at the en al the plock yon want to copy 


Ld 


want bo inaent the block af cupied text 
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Key in A for After or fh for Selore ated pres BN TER wherever you 


> 


TEXT Wil 
Patz it.I... 1 
thiddnidibiedeieiei hE CTNNT NGinininbinihaeder 
0001.00 Thureday, July 9, 1981 
0002. 00 
0003. 00 
| 0004, 00 
0005.00 Hrs, Lawrence Smith 
0006.00 3949 San Marcos Road 
0007.00 Evanston, Illinois 
Oo08. OO 
0005.00 Dear Here. Smith, 
) 0010. 60 
YL...) You may use your CLEARVIEW CARD at any of thousands of 
0012.00 merchants in the Chicago area who proudly digplay the 
0013.00 CLEARVIEW sticker. You will be required to show your card 
014,00 at the time of purchase. 
0015.00 
COR |  $$The bimit set on your credit wil) be $750.00. If you 
0017.00 wish to increase your credit limit beyond $750.00, pleasa 
0016.00 call your CLEARVIEW Account Representative on (312) 
CCL9, OO 535-1234. 
0020, 00 


. 





Figure @-09. 0 Lseg the CCK connmand fo copy lefare hoe 0071 A 
4, Press CNTR to copy, ie block. 


5 Press CPi to cance. the outstanding COR canunand 


Copying text in a paragraph 


Vou cun use Cl 22 to copy tevin a dermatid paragraph = (ner: are 
Wirce steps bo Cunvie teu in a pardtah 


bo Press tPF i? ra alitine the starr af ihe jest you wend to con 
Z Press Cb 22 ia deine the end af the wey you want to cep 


7) Mave the comer to dhe pau where sou want io cosy the text and 
press CUTZ. 


Belore Yau hepin ta capy text wi 4 paragraph, make Sure tliat: 
k B r Paragrapr, 


© You ure on the Lalu display of the document. 


Phapim 4 Rewrite a Test Pleccqaraent 2 | 


You are copying text within paragraphs. 


Remember that formatted paragraphs have a format identifier in the two 
digits on the right of the decimal of the sequence number field. Ifthe 
sequence numbers are turned off, you sce the paragraph format 
identifier. Text Management indicates the lines included in the 
paragraph with double quotation marks (”). Press CF13 to turn the 
sequence numbers on or off. 


Is 


2 


6. 


Move the cursor to the start of the text you want to copy. 


Press CF22. Text Management displays the first character of the 
text you want to copy in reverse image. If you look at the top of the 
display, you see that Text Management also displays a reverse image 
C in the Perd field to indicate that a copy command is pending. 


Move the cursor to the end of the text you want to copy. 


Press CF22. The entire block of text reappears in reverse image to 
indicate the text you want to copy. Text Management continues to 
display CC in reverse image in the Pend field to indicate that a copy 
command is pending. 


Move the cursor to the point in the paragraph where you want to 
insert a copy of the text. 


Press CI'22, This copies the text into the position where the cursor 
is and, at the same timc, adjusts the paragraph to accommodate the 
new text. 


Note 





You can only use CF22 to copy unformatted text if the text 
matches the paragraph formats. 


The top of your display shows Pend: CC until you press CF22 
to insert a copy of the text. To cancel the pending copy 
command, press CF6, 








Moving Text 


Moving a line of text 


Moving text is similar to copying text. You use the M for Move 
command instead of the C for Copy command. When you move text, 
you define a section of text that you want to remove from one place in 
your document and insert in another. As with all text changes, you 
must be on the Edit display of the document to use the move text 
commands. 


Before you move a line of text, make sure that you are on the Edit 
display of the document. 


1. Position the cursor on the sequence number field across from the line 
of text you want to move. 


2. Key in M on the sequence number field of the linc you want to 
move. 


3. Move the cursor to the sequence number field where you want to 
move the line to. 


4. To move the text to follow the line the cursor is on, key in A for 
After on the sequence number field where you want to insert the text 
within a paragraph. To move the text to precede the line the cursor 
is on, key in B for Before on the sequence number field. 


5. Press ENTER. Text Management moves the line from the old 
position to the new one. 


Note 


e You can use the M for Move line command on both formatted 
and unformatted text. 





Moving a block of text 


Before you start to move a block of text, make sure you are on the Edit 
display of the document. 


]. Position the cursor on the sequence number field next to the first 
line of the block you want to move. 


2. Key in MM on the sequence number field. 


Key in MM) on the sequence mumber field next te the fast line on the i 
block of text you wank Lo move 


4. Mave the curéet ta the &cquence number firld where you want lo 
move Lhe lunes 


5) Pamove the ten. to follow the ling the cursor ts on, kevin A lor 
Alter on the sequence number fieid where you wait wo uisert Lhe 
vext Teotdve the text to precede the line [he cursoras an, kev en 
for Hefere en the sequence muniber Neli!. 


= at a= £:.. . > 


TERT a bdocument STOLE s Scar: 

Fret: + ne | |r nn eee |: i ¢: | ens < eres C ,) a eee ae 7 
O01, 00 Thoreday, July 9, (981 

OIC2, OG 

003,00 

DOGG. ooh 

1905,00 Mrs. Lawrence Smith 

J206,00 3949 San Marcos Road 

OCOF.00 Evanston, Tllinois 


oCOE, OO 

cO09.00 Dear Nee. Smith, > 
colo oo 

iy a You may yee your CLEARVIEW CARD at any of thousands of 


0012.00 merchants in the Chicago ares who proudly display the 
OO13.00 CLEARVIEW sticker, You will be required ta show your card 
MM 4.00 4t the time of purchase. 

H015. 00 

ool6 J Thea [lmit set on your credit will be $750.00. [ff you 
OOL7. 00 wish to increase your credit Jimit beyond $750.00, please 
0014.00 call your CLEARVIEW Account Representative on [ 312) 

A 19,00 $55 =a204, 
029, 00 





Tiguee a2 Mteeing the feet porogreph ather the second 


& |tess EN LEE ra move che Bleck lo rhe new location, 


a. Jd jomerirg oy Tramals. Vrorking With Test Wanagement 


Note 





e You can enclose any block of text with MM. This command 
works on both formatted and unformatted text. 


¢ You can also use the Mx line command to move a line of text. 
Key in M and the number of lines that you want to move, 
followed by a space. Key in a target and press ENTER. 


Moving text inside a formatted paragraph 


To move text inside a paragraph, make sure that you are on the Edit 
display of the document and that you are inside a paragraph (check for 
the paragraph format identifier that is highlighted on the sequence 
number field to the right of the decimal). 


1. Move the cursor to the first character of the text you want to move. 
2. Press CF21, Text Management displays in reverse image the first 
character of the string you want to move. Text Management also 


displays a reverse image M in the Pend field at the top of the display 
to indicate that a move command is pending. 
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i. .. «=< «<.  —- 4 
| TEXT W: Ll Fand: © Scan: : ) 
Pate: Spa kcnvd dl, ace ges ice EP ie Hoe eee, et ete Bee ae FP 

tains BEG TNA DNC iii 
GOG1,00 Thuceday, July 9, 1981 
boG?2, oo 
Good. 00 
O0Ok. OG 
6005.00 Hea. Lawrence Smith 
no006, 00 3949 San Hareas Raad 
OG07,00 Evansten, labinais 


Good, ot 

G009.00 Dear Araé Smith, 

OG 1G, oo 

Gols | You gay use your CLEARVIEW CARD at any of Ehousands of 


bO12.00 merchants in the Chicego area who prowdiy display the 
OG13,00 CLEARVIEW aeicknr. You will be required to show your card 
O014,00 at the Eime of purchede, 

6005.00 

vet "he limit set on your credit will be $750.00. If you 
0047.00 wish to lnerease your credit Limit beyond §750.00, please 
bo18.00 call your CLEARVIEW Account. Ropresentative on (312) 
GOLd. 00 $59-1254. 





Pigiee 4-LE 0 Heverce ime ream the first charocter of the string vou eon? tn miner 
J Mave fecuirgar be the ana GP ihe string pou Wark bee nigye. 
4 yess t*| 2] acai. Test Wanagedeen places Wit crirc stone you 


War ly move i revere a 


ra | 6 | Tiem | Lakh eal mM i LeewlL) wlll oe F700, oo Lf you 
OO17,00 wiah to increase your credit Limit beyond §750,00, ploese 
0013.00 ea] your CLEARVIEW Account Representative of (312) 
0014.00 555=2258. 
oz. 00 


Figure 4-220 Reverse image string thal yu wad to move 
S Meve che carsor booker you want po sci ube wens 
& Preseli?) again) bext Masagement moves [oz scrung of text and 


Aap dees The Barareh to accommodate the wiserlur: 


a = — — — =a a == = = 
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Moving Columns 


r— Notes 










# Note that you can move text between different paragraphs, but 
you cannot move text between formatted and unformatted text 
using CF2). 


® You can also use the move line commands (M, MM/MM, and 
Mx) to move formatted text. 





A column ts a block of information that fits into a square or rectangle in 
the document. Examples of columns in documents are columns of 
figures found in bills and invoices, tables in reports, and quotations in 
articles. 


Text Management allows you to move columns of text. You must be 
on the Edit display of the document to move columns, and you must 
have enough space at the new location to hold the column, or Text 
Management does not allow you to move it. (Use the LINECOM2 
document from the EXAMPLE file of the QGPL library, or create it 
now by copying LINECOM into the new document on the 
DOCUMENT LIST, for the example.) 


1. Move the cursor to the top left-hand corner of the column that you 
want to move. On the LINECOM2 document, position the cursor 
on the [ of the /fem column. 


2. Press CP18. Text Management reverse images the first character in 
the column that you want to move and displays a reverse image L in 
the Pend field at the top of the display. (Note that the character in 
reverse image covers all the characters adjacent to it, but they 
reappear after the move or when the move is cancelled.) 


TEXT wil Dacumant: LINEOONG Bean: \ 
Pati | ae aaa beats Fn z one #88 a cm 5 aie & "4 4 A .. ee I | 


D001, 00 The Adams Supply Co. Ltd 

0002.00 15006 Hain Street 

bd03. 00 Toronte 

Od. Gof) 

0005.00 Dear Bir, 

0006. 00 

0007 | At the present tima, we are making plans for next year's supplies. tn 
OO08. 00 sunmdning our stock, we have discovered abortages in the itema Listed 
0009.00 ba lew. 

po1d. Oo 

DOl] | Piease ootify wi as soon as possible whether pou can supply us with 
DO12.00 these Lrees in the quantities we need, and advise ous when we can expecc 
0013.00 dalivary. 


boi. Oo | 
O61. 6 Quantity Ite 

0016. 60 19 Pencils 

OOLT. 0 Pat] Pe 

0018. 00. M4 Tablets 

oo 13. 00 ao Erasers 





Pepeee SY eee ees i PS ee 


1 Meare he ae sde Lie Dee bed § eh {908 0) Sep ep et Cle hal 
wot tad A eo Ce LPS YS Si t= i, porte aga ree 
Caekier Se Mut bist Chiaebcte cm Lie Sask cider: 


Pech oper bea Mog dgermeer, rewpeore sag ita oe Lhe 
wehbe lu pg oh TENE 


0012.00 these itees in tha quantities we need, and advise os when we Can adpect 
0013.00 delivery. 


O014. 00 

O01, 00 Quantity Item 

0016. 00 10 Pencils 
0017.00 20 Panv 

O018. 00 30 Tahiets 
0019. 00 £6 Erezers 
oole. bb $0 [mk fortlas 





bagete 4e2a0 La EE erect cateme nowts fer moe 





= a a oe = —$—= «= 


4-38 ifarngng ky Fatagergar Werke WA Tea Wier enem 


§. Mowe the cursor to the position yoo wan to more Lhe covurnn tn 
“Ole Hat Che wurst mdetaces the opie produc of her biog bef, hand 
cerca) the colin attes die mnie 


6. Press Cp leagsin Teac Mantgemben! moved the coduee ob rhe sew 
pollen, pravding there o room fern 


Keamanke ¢ ihatif wou ward to moet a fered Poet se rest onc) ede che 
space tr the lef af the farm field an tet eal steer. UP du de et, 
you meave the teal hur net the Fone field 


Copying into a Tex! Document 


Text Sanagement stews pau ie copy anguner document trig whe 
iene sia are aiken ah Pow can eopp ler wleake does oF 
qurel puirti rt Sad itil bee ae tlw Paha a hi suing 5, cl bse Cea Otay tee ry 
incopy a stcond dacueed othe Firat Detape poo alae! the eaannpie, 
make tere vou crease LDL e by cop g ORO wite at om ie 
MOCLMVESNT LIS! You copy a !5ck document uerg thee seo 


1 odes purr yoa eer on the bide daplas of the Foe document Por 
igi eedinle = tall Ling Lp Wapuas a the PA CH 2 dea ment aI Pir 
Pea PAD Pie CAEP seas 





Frere 22S Edt dg of the DECC PY des oe 


—————————————————— —— —— s§- ——_—s — = - — 





_ 


{Tapier 4 Revivorg abou [became 4-24 


hae 


Press 095, Dest Manapemendt diyplays the SEM VICES MEL » 
A Rey 4 ihe ttovgn fel? 


4. es the second weer dockerrcals nurse, We, and library (use oe 
CINCOM? document fom the EXAMPLE file im (Gall, that yc 
created wt tlic DOW LAG EN) LIA? in an-carher cxenople) inte che 
corcspending fields on the SCRVIOEA MPSiD Yaur aispiay now 
gnoWws 


TEXT SESVICES Be 


Select one of the following: 

Ddeplay/change scan/substitute optiona 

Display current document in printed format on split display 
Display anothar document an split display 

Copy another document to edit display 

Display Fields from data base member on aplic dlaplay 

Copy fields from data base member ta edit display 
Display/change ligt of date files that control printing 
Display/change print options 

Misplay/change dictionary search lise 


Option: 4 wo 


Document/member: LINECOHZ_ File: EXAMPLE Library: QGFL_ 


YP Sea ee eS 


CFé-Display massages 





Fig ah SEBSICRS MEL. copqere DAME OM 2 ied TCO 


4, Press PS TER. [Poypou do pee specly a@ target ow the Gocument or 
rie cdi display, Text Management cozics the second dncument 
CLAMYECOM 2) onie the em of one irs, (BOOP V2). You can alsa 


ust @ Jargel toospecily where you wait to capy the second document 


4°70 Leasing fy Prample. Svovung Yih Tea Sunapee 


TEXT Wil Document: DBCOPY? 
7 2 2 ae eee me, Rep tee 
{hihiininicinin REG INNING iinet 
0001.00 Lawrence Emith 
0002.00 Supply Coordination 
6003.00 Dept 345, Bldg 603 date 
oo04. oo 
0605 ! Please check the quantity on hand for the following supplies ond 
6006.00 determine if we have received any of thase supplies yet. This is 
0007.00 the first review of the new ordering procedura and your porsonal 
O08. 00 attention tiild be appreciated 
6009, oo 
oo10. oo Tten Number Description Qusnticy on Hand 
| OO11, 00 
0012.06 
0013.00 Sincerely, 
6014. 00 
0015.00 J A Adams, Director of Purchasing 
)018.99 The Adams Supply Co. Led 
6016.00 15006 Main Street 
0017. 00 Terento 
0018.00 
0019.00 Dear Sir, 
SS biases cepiad teem doesent Lido files LEANPLA. QOFL 





Figuc 4-27. Edi diglay af thee DEO 2 doce 


“ote Liat ORCOPY? ends an tie 00) 4, and CES ECOAT2 Seging 
on Une OO76.0N Vou cand edit the twa docurmenls a5 ane aca! 
bpdute a on the EXT) PROM FDOT display 


6 Prose crl to view the ONTT FROM EDT display. Vndate the 
decument and your first docuntene now includes the sccand 


You can also copy a sccond document into tis fads of the cme an the 
Edit display. On the ldit dispiay of che firat dosument. key in a targel 
puse A for After ar Ot for Before) where you want the second document 
ta appear Then follow the preeoding steps 2 through fle caps the 
document to the larget instead af to we end of the document 


Cuber wavs to cops one document inte anoher are to use aption # on 
the DYOHCL MEN) 1.797 and tu create a document on the TXT FROM 
EDIT display. 
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Copying portions of another document 


Teal Manzecnient also allows you tu cop) paris Of a Hecond dacument 
ine @ dacurcent on yveur Telit display, 


hake sure vou are on the Lain display of ine Orsae document bor 
Wiis exeraple, use the DUCOP YY? document Crem the EX ASP) FE fe 
he QOL, library thal you creatab on che OOCIUMENT LISE. 


2 Press CFS to display the SERVICES MEEL 
3° ony Sor the CAreregert fucle. 


4 Key he second dottment’s same, file, and lihrars inti the 
apcrapriate helds. (Use LIN ECAOREY, EXAMPLE Girth 


TEXT BEEVICES MEM 


| Select one of the following: 
. Display/change scan/substitute options 
2. Display currant document in printed format on split display 
. Display another document on split display 
. Copy another document to edit display 
. Display fields from data base member on split display 
. Copy fields from data base member to edlt display 
. Disploy/change list of date files that contro] printing 
. Dispiay/change print options 
. Display/change dictionary search list 


Option: 3 


Document ‘member: LINECOH2 ‘File: EXAMPLE __ Library: QGPL__. 


CFé-Displav messages 


Fepure 4-258 Ebieploying DROPS? ond ESET on split screcn 


A Press EN TIER to display the ted docunents on the split screen 
DRBCOPY?, the onminal document, 4 oe Lhe Lo all of tke despliy, 
LIS POA 2, the second ducuient. ot pe the hotents hale al coe 
Cupolas 
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2 


wa 


Cc 


Wel Document: DSCOPY2 
ee ee a eer 
0001,00 Lawrence Smith 
0002.00 Supply Coordination 
0003,00 Dept 345, Sidg O03 
0004. 00 
0005 | Please check the quantity on hand for the following supplies and 
0006, 00 determine if we have recelved any of these supplies yet. This ia 
0007.00 the first review of the mew ordering procedure and your personal 
0005.00 attention would be appreciated. 
0009. 06 
Browee: LINEGCOHZ We Scan: 
Wiieniniinit BEG T NM INGi i init 
0001.00 The Adams Supply Co, Ltd 
0002.00 15006 Hain Street 
0003. GO Torrente 
0004. 00 
0005.00 Dear Sir, 
poa6. 00 — 
0007 | AC the present time, we are making plans for maxt year's supplies. In 
0008.00 examining our stock, we have discovered shortages in the items listed 





Vegure a-20 Va Dod PE ie split eagles 


6 On a-split dispoay you can AOL. each diarley and scan for chacacter 
sirtnigs. Popol the dkerkay, posilion the curser on the half of the 
sisplay that sou wart to ral aad press che ROLL kee. To scan for 
characters, key une character aiming inte ube Sian Geld on che nail of 
the deplay contarieg wie document pier yswowant pn sean. Son 
marncalis se line pot osing conutands on cach hal’ of the cosplay 
a oriles co see dallerent paris of ihe document on tat cart of che 


isp}, 


7 Move the wirsa: on the scauence puniber held to the bone you want 
tO-capy or fo Ue oepiening af the Block you warit lo copy 


KR Seyin © to cone one lime op © and the number of lines following 
tha: YOu Wanliocony Wot can alse deine a block of teal thal you 
wan. ta capy usng Hee COSC bine commands lo encinse (re nlock 
of lines. amerines, you cin se anyoot the copy line commande ts 
copy fron vis aloo ument an rhe Browse dismay ance the Jocement 
oa tbe Edi display 


Tire do ewe a Dea: Deere 4-43 


Browse: LINEOQOM2 Wet Scan: 
thinner ink ET NN NG ini ieee 

OOOL.00 The Adams Supply Co. Led 

O602.00 [$004 Main Street 

0003, 00 Tarentea 
4. OF 
0005.00 Dear Bir, 
0008. O0 
C2 7? 1 4t the present time, we are making plans for mext year's supplies. In 
0008.00 examining cur stock, wa have discovered shortages in the items listed 


Eogwet qo. Copying tines 7, Hand 9 from | TSEC 


4 Miee the curmce te the tap tat of the Bait dispbar 


1 Key on a fae Aer en [he sequence muehes Fold thet woe want oo 
copy the lies alr Oh ee Tot Referee pe nd tiv avd Phe. 
Retort (he; veqQocnee nuniber: 





TEXT WI Document: DRCOPY: Scan. d 
Pot 3 %., I eae be . & a & b » ] 

00C],00 Lawrence Bmlth 

O02. 00 Supply ooerd unt don 

0003.00 Gepte 944. Kidg cr date 

Noh oo 
255 0 Pl@mee check the gquanclty on bend for the following supplies and 
O0¢é. OO determine If we have racaived any of thease eippli2e yet Thia Le 
O67, 00 the (iret :eview of the new ertering procedure and pour personel 
OCR. 00 attention would be appreclated. 

Coe? o4 

browse: LINECOM we Scan: 

OOO). G0 Thnk Adama Supply Oo. Led 

Poot. 00 Litt main St rent 

ROO) 00 Taraqbe 


COGS. 00 Daar Gir, 


d At tbe present time, we are seking plans for aeet yeer's pupplies. In 
0008.00 oxmmining our wtock, we have discovered shortages in the iteas listed 


Pere 0), 0 ogepeng chee fore oe Ee eee OP ete ee cere D4. 3 
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1]. Press ENTER. Text Management copies the text from LINECOM2 
into DBCOPY2. 


12. Press CF] to display the EX]T FROM EDIT prompt. 

Note that you may scan for a string of characters in the second text 
document. Key the scan string in the lower Scan field. Press CF7 to 
scan forward or CI’8 to scan backward. If the scan string has spaces at 


the beginning or end, make sure you enclose the scan string in single 
quotes. 


Deleting Documents from a File 


When you have finished practicing with the document you created on 
the DOCUMENT LIST, delete it from the EXAMPLE file. The 
following steps explain how to delete a document, 
l. On the PRIMARY MENU: 

a. Leave the Document field blank. 

b. Key EXAMPLE in the File field. 

c. Key QGPL in the Library field, 
2. Press ENTER. Text Management displays the DOCUMENT LIST. 


3, Key 9 beside the name of the document you want to delete. For this 
example, delete the document DBCOPY2 that you created earlier. 


4. Press ENTER. Text Management asks you to confirm the deletion 
by pressing ENTER. If you decide you do not want to delete the 
document, key a blank over the 9 and press ENTER. You can also 
cancel the deletion by pressing CF6 or CFI (to exit without 
processing any options). 


5. Press ENTER again to delete documents with a 9 beside them. 
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Summary 


od 


When you have completed the examples in this chapter, you should have 
learned how to: 


Revise a text document. 
Add text—] NSERT, CFILO, CF12, 
Add a line of text—I for Insert. 


Create and insert a skeleton line—S for Skeleton and JS for Insert 
Skeleton, 


Delete text—-DELETE, D, DD/DD, Dx, CFI. 

Copy text—C, CC/CC, Cx; CR, CCR/CCR, CF22. 

Move text—-M, MM/MM, Mx, CF21. 

Move columns--CF 18. 

Copy from one document into another. > 


Delete a document from a file. 
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Chapter 5. Using the Data Base 


You can choose information from the document to browse on split 
display and copy into your document using line commands. You can 
also copy information from data base files directly into your document. 
You can copy information into your document [rom data base files or 
other text documents (called source documents) when the document is 
printed. 


A data base contains files and each file contains a set of members. [ach 
member contains a set of records and cach record contains a set of fields. 
For example, if you think of a telephone book as a member, then every 
person listed would be a record. The record for each person would 
contain three fields: the person’s name, address, and telephone number. 


Selecting Data for Browsing or Copying 


Before you start to choose data [rom the data base, make sure that you 
are on the Edit display of the document and that you have a data base 
member, file, and library to choose records from. For this example, you 
may use the document COLLIST, the data base member ITEM, the file 
EXAMPLE, and the library QGPL. On the DOCUMENT LIST, create 
your own copy of COLLIST to practice with. Call it COLLIST2. 
Remember to delete it from the EXAMPLE file when you finish. 


This example shows you how to browse records from the data base on a 
split display. You can then use the copy line commands to copy 
information from the records display on the View half of the display into 
your document on the Lidit half of the display. Use a target to tell Text 
Management where to insert any records that you copy into the 
document. Remember, you can use the ROLL keys and line positioning 
commaris to see different parts of the display. Text Management 
moves the half of your display containing the cursor. 


!. Press CFS on the [dit display. Text Management displays the 
SERVICES MENU, 
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2 [Pye wan ja browse Qialw Tose recovils on aplil dispaay, kev Sis the .) 
Gatton fekl te Dessay Seles free daa fave eupbar cae tlhe datas 
IP vou wane ta copy the data rocards cloosen ta Lhe end al ts 
hocimen., key bonrhe Gace Nelda Coe, fetes freer dota fave 
mabe ie Gat asi othe decmernt here. COlLLIST&, Far his 
example, Key S inthe Gai fell. 


1. Key [he dala member name, fie, and abrary name of the dara bate 
where [he peegrds are Lhal you Want to use. For shis example, key 
TTEM cn the Afenoes feb], ITEM oo the fie fell, and QUANT in abe 


fibeary eld Your dspley sheus 


TEKT GENV3 OER HEM 


Belect one of the Eollowing: 

Display change scan/substicute options 

Display currant document in printed format on aplit dlaplay 

Display another document of split display 

Copy another document to adit display 

Display fields from data base mamber on aplit display 

Copy fields From data base member to edit display 

Display/change list of data files that control printing 

Hisplay/ change print options 

Displav/change dictionary search list 2D 


I. 
7, 
i, 
4, 
5. 
6, 
7. 
4. 
4, 


Option: 45 


bocument member; ITEM 7 Filia: UTE) Library: 


CFé-Displey messages 





baguere a4 2h ieptarn Sores) Celite (eee the date qase cere 


é& ites, ESTER bext Managemen iliplavs the FEE! 2 
SREECTIONGOR DE RIS display. Chis cispiay shows al the felis 
curtail ip the rigmber, cp rececd. Un dehkten, Text Management 
aisé diselays trie fenpul) of ibe Geld ane a« descipied ofeach held 


5 You can choose the order in whech you want Lo copy the records 
info the decaunicat an the PEL SELECT ORFOKR BDERINE: . 
display, When you copy the lelds ore your dsnlay or nto your | 3 


— wr ———— — —_ SS —= 





4. | carning by ladciple: SWorkuig ‘Woh Pest Mot gersend 


Jncument, Test Management displays ther rm tlie order that vou 


kevoincan tine PIED SEPT T IOS RR RSG display, 





TEXT 
Fale: 
Select the fields to be displayed in the browse area by numbering them: 


ITEM 


ITHNER 
QTYORD 
QFYOu 
DESCR 
BRORDDT 


Sigaee Fed. 
fh 
| CODER TELS 
| 1 ITHNER 
QTvoRD 
4 QTYOH 
a DESCR 
HEORDDT 
higurc 3-2. 


ig 


FIELD SELECT] OEE 


Library: TXT Hember: ITEM 


LETH FESCE TST Ty 
§ CATALOG ITEM NUMBER 
7,0 QUANTITY ON ORDER 
7.0 QUANTITY ON MAND 
25 QBBCRIPTION 
0 


BACK ORDER DATE 


Diet awection ordenng display for LPP AL data base 


Mnoese Whe hields than you teak po use aod key re the arden an which 
Low Wut Le dispily Me fice ra the Ge Pek) Por che cxarnie, 
ket | beade DEMAND. 2 bess DOSCK. aie J bode G IYO 
When you sec the records an aplie display, Teva “lanagemenc wel 
fieaiay (SES tio the first eshurnn, DRSOR ws seco! colurnn 
whl QPyG lt ina tard epliini on the lower hall of your dhsniay 
Test Mangement) dacs ot dliiglay the records for che acher feles 
Stogllt Foo dub rpt house thai Foe thee cadre, you will men ice 
Hie rcoonks for QPVYORD se ROR DT When voi choose on 
erder, (he ment time tou see tive het che fields are arranged uv that 
Gide: Unb kaa chance i agen 


LEXSTH «= DESCMAPT Lon 
5 CATALOG [TEM NUMBER 
7,0 QUANTITY ON ORDER 
7,0 QUANTTTY OM HAND 
25 DESCRIPTION 
6,0 BACK ORDER DATE 


Urderang ote felt selection for COLLIS [2 


Press NTE. Text Management now displays the FIELD 
SPACING display. This display shows you the column number at 


wheel Text Management yall copy or dieples the records based on 
the recerd lenetls. 


Papier 4 Tinirig ihe — Auai* a. 


8, 


Text Management displays some spacing information for the records. 


If you want to change the spacing, key in the column number that 
you want to copy the records to, or to browse them at. Text 
Management calculates the spacing and displays it in the COLUMN 
field for you. 


Press ENTER. Text Management displays the RECORD 
SELECTION TEST display. This selection method allows you to 
choose the records. If you do not specify any particular records, 
then Text Management uses all the records. You can set conditions 
that must be met for records to be included. When you key in 
specific selection criteria on this display, Text Management reads 
each record and checks to sce if it meets the conditions that you 
specified. If the record meets the conditions, Text Management 
includes it when Text Management copies or displays a list. If the 
record does not meet the conditions that you specified, Text 
Management does not include it in the list. 


If you want Text Management to choose only the records that meet 
all of the conditions on the RECORD SELECTION TEST display 
before choosing the record, key in AND in the AND/OR field on the 
RECORD SELECTION TEST display. Ifyou want Text 
Management to choose a record if it meets any one of the conditions 
that you specify on this display, key in OR in the AND/OR field on 
the RECORD SELECTION TEST display. 

You can use the following relationships: 

e FQ for equal to, 

e NE for not equal to. 

¢ GT for greater than. 

® LT for less than. 

e GE for greater than or equal to. 


e LE for less than or equal to. 


e RG fora range. The field contents are in the range between the 
two test value entries, and include the test value entries. 


e LS fora jist. The field contents match one of the entries listed. 


. Key in the field names and their relationships to other fields and 


values to choose the record values you want. For instance, if you 
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° 


want a hat ol piems’ thal were backordered and me others, you kev in 
the Fel NUR DOTI, the relatonship greater than eT, and the 
lest condcliod one or mare orders (04 


Mote 


e Yaulaun use Nos thal yew aid pat specs onthe [TL LD 
SELECTION, ORDER REWCe display. 


Your display shows 
















TEXT RE FELECTIOW Tear 
File: ITEM Library: Txt Member; ITEH 
Enter tests to datarmina if a record is te ba selected: 





AD =6PELD WEL TEST VALUE 
BEORDOTW oT o_ 
“Ir = 7 
" —— 
i" = 





Relationship of tast in this group to all additional groups: CAND Gigs. 
For edditions] tests, preas — 

ile Inelude records only if all tests are Erie. 

OR Tnelude cecord if any teat is true. 

REL: £Q, NE, GT, LT, Gk, LE, RG, LS 





Position cursor below and press “OGL to display all Elelds. 


FiEIN LENOTH DESURIPTION 

ITHNAR 5 CATALOG ITEM NUMBER 

DESOR 24 DESCRIPTION 

QrYot 7,0 QUANTITY ON HAND 3 
7,0 QUANTITY ON ORDER + 


bepure S- Seckceting all cite bane metvoees et ec on hacker 


Hh. Yess POSTER. Tear Moucgerment returns daothe Edit display of the 
recur with the lala base recon emcee on split acteen (option 4 
an ae SERVICLS MoS) ce cogent meg tie decuinent fapucn 6 
ante SERVICES WEST. 


Couipier $0 Lasap the Date Fase ae 


Capying lists inte the dacumert 
You cun alsa copy tate of inforcnationoniG the document using the 
Nore CO dna copy canimans, Ares OP 2 Co cee the elit diipiay 
anil retug ro the | dl display. Phi sug how co cee wired bats of 
data wie the (OLS dpecaent. 


| Make sure you are un the Eebt cispiay of the document. 


% Pens (FS boetepay the SE AVICES MEL 


Pee 


Keay Go the fee etd 


4 kee the dau bass meriber tame; the fle adinc, aad tht hhrary nani 
af ihe cata base that vou want recomls Cortes! rer aeide the 
cceresaceding fills, Leave hloik to see 2 ast ol members, (Fer this 
examric, use TUE A PPE, ambor'l 4 


TEXT SERVICES HMM 


Select ona of the following: 

Display/change scan/substitute options 

Display current document in printed format on aplit display 
Display another document on aplit display 

Copy another documant to adit display 

Display fields from data bage member on split display 

Copy fields from deta base member to edit disolay 
Display/change List of date files that control printing 
Display change print options 

Bisplay/change dictionary search | ist 


\. 
i, 
Be 
i, 
5, 
6, 
T, 
&. 
9. 


Optien: 3 


Document/member; ITEM _ File: TTEM 3 Libeary: iy 


CFé-Display messages 


bipops 3-E Sebeccer the data base eens 


A Presse NER Texe Management disslave the FIELD 
SELLE) EON SORT RIN? display 


fy Learning hy cn Aare Working Wiih Sas vian ARETE; 





TEXT FIELD, SELECTION ORDERING 





File; ITEM ‘Library: QTXT Heamber: ITEM 
Select the fields te be displayed in the browse area by numbaring chen 
WROER FTL LENG DESCRTFTTON 
__.1 ITMNBR | CATALOG ITEH NUMBER 

—! DESCR ZS BESCRIPTION 

3 8 QrYOoH 7,0 QUANTITY ON HAND 

—_— QTYorD 7,0 QUANTITY ON ORDER 
—__.—Ss,=—sSWAYRORDDT 6,0 BACK ORDER DATE 


Figure Sah, Peekl delcetaen orderenp disglasy fie (PRMD deta hase 


f& Mees PS TTI Toa Managementalisplays the TEE SPaAc sa 
display Pho starting column posdions cPeach fachl are aoncacy 
ihsolavcil Wotmay chaspe the oatuinr postion te that ae fells 
Mt the @ocwinene in ihe eraper leearicir «. 





TEXT 
File: ITEH ey:  QIXT 
You can change spar beng" te fect the field as it appears on the browse line: 
FIELD “LENGTH = 8©6MSCRIFTION 
| I'THNER rao ‘CATALOG TTEM NUMBER 
_8 DESCR . @  DESCRIPTTON 
35 = QTYOH 7,0 QUANTITY ON HAND 
tT A 
J . 


| — 
Fitue 3:7, PIER SPAaCisd) display lac che COLDS PF ds voice 


> Pros BNVER Text Wauagemnent displays the RECORD 
SELECTION TEST Vlis test allows you co cliose the records, Uf 
you do ant apesty apy parteblan recoils, ther Devt Manaeeens 
uses all lic teed, You can set fonditrenrs thal must te nact Usp 
wate to be mcluded, 


Clhapier 3% foamy ie okala tase jal 


R. Kevin the held natnes ame they relationships ta other ficlds and D> 
wales co chaos! Line ecerd eahes von want Por inslamecif vow 
worl abet aber tratwee backouleed and a athers, cou key in 
the Feld (HR OR DDS, the telatinechip grearer than erly, and the 


testcase op mirc dedaera [*, 


ea— Mole 


» Vou ce ust Peldadhat vou did sot speciry on whe FIRED 


SELECTION SRD R YS deeply, 


Your ihanlay shows 


TERT RG saLECTIoS TEET 
File: ITEM Library: TXT Hember: ITEM 
Enter teste to determine if 4a record is to be selected: 


AND/GR FIELD REL TEST VALUE 
BKORDOT__ qd 


2 


Ralationship of toa in this group to a1] addicional groups: [AMD OR) 
For additional tests, press MLL 

AT: Include records only if all) tests are trua. 

Of Include record if any test is true. 

WEle EQ, NE, GT, LT, GE, LE, Rc, Ls 


Position curser below and press MOLL to display all fields, 
FIELD ENG Ce rTM 

CATALOG ITEM NUMBER 

DESCRIPTION 

QUANTITY ON HAND 

UANTITY OW ORDER 





Tigre 4-R Sececiing all dda base meereligrs thal arc on gucsordecr 


9 Press PINT) RO Vext Wargpermeait reluers thee filet danlay af 
COLDLIST? Wath the copaad data base dema at the cud of the 
Jocturert aria message coli vou bow pany fines Text 
Mianagemen: coped Troan the sata etenber. 


S-K beacning by Faanpae, Werkirg Wok Toe Minagemyenr 


Note 

| e Ifyou specify a target on the Edit display before going to the 
SERVICES MENU, Text Management copies the records from 
the data base to the target location instead of copying them to 
the end of the document. 
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Summary od 


When you have completed the examples in this chapter, you should have 
learned: 


e What a data base is. 
« How to select and browse data base records on a split display. 


e Flow to insert data base records jin the document. 


2 
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Chapter 6. Formatting a Text Document 


The examples in this chapter show you how to use special commands to 
format your document. For more information on the format of these 
commands, see /BM System!/38 OF FICE/38— Text Management User's 
Guide and Reference Manual. 


Print Contre! Commands 


Print contro] commands are a special set of characters that activate 
special instructions when you print the document. The results of these 
commands appear only in the printed version of the document. 


You can use most of the print control commands on any document line. 
There are some, though, that you cannot use in paragraphs or page 
headings and footings. Kemember that you can only key print 
commands into the document from the Edit display. 


All print control commands begin with a period (.}) and you may enter 
them in cither upper or lower case. The following are print control 


commands: 

Command Used for 

date System Date—inserts the date 
_.docid Prints the Document Name 

.excf Execution File (use with the .exc command) 
2eXC Execute CL Command 

wh Heading—prints heading titles and subheadings 
te Table of Contents 


.dh to Display Headings—Text Only 


.im 


-kp on/Kp off 


Imbed—imbeds another text document 'e ) 


Keep on/keep off—kceps text together on the same page 


n Number 

& Ficld Name—used for data base substitution 

-pa Page—forces page breaks 

-pa dx Page (IBM 5219)—forces page breaks and takes paper 
from drawer x 

“pn Page Number—inserts page number 

“* Comment—comment that does not print 

SKX Skip—skips x number of lines 

.tot Column Total 

-xtot Cross Total 


You may insert these commands directly into the body of the document. 
Text Management executes the commands as it prepares to print the 
document or when you choose to browse the document on split screen 
in printed format. It replaces each command with the specified 
information (for example, .tot sums up a column of figures and prints 
the total) and adjusts the text to accommodate the added information. 
lor more information sce /BM System/38 OF FICE/38—Text 
Management User's Guide and Reference Manual. 


2 


Heading Titles and Subheadings 


You can create heading titles and subheadings in your documents using 
a print control command. 


You can use this command when you want titles and subtitles printed in 
the document. The headings you specify in the document can create a 
Yable of Contents for the document. 


Note that: 


e To key print control commands into the document, you must be on 
the Edit display. 


9 
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¢ When you have a heading command, Text Management treats all 


text on the same line as the print control command as heading text. 


¢ Text Management may remove highlighting and underlining when it 
prints heading text. For example, if a heading is used, it may cause 
the highlighting or underlining to be removed. For more 
information, refer to /BM System/38 OFFICE/38—Text Management 
User's Guide and Reference Manual. 


¢ Leading and trailing single quotation marks disappear if: 


— ‘The leading quotation mark is less than two spaces from the 


conumand. 


— ‘There is a trailing quotation mark. 


Heading commands tell Text Management to change your heading 


information into a specific format. Two or more spaces between the 


heading command and the heading text become part of the heading text. 
Note that extra spaces do not appear in the Table of Contents. 


Sections of the document usually use the following heading types: 


Heading Associated Section 


hd ‘Table of Contents 
ht Chapter 

+h2 Major section 

-h3 Minor section 

-h4 Topic 

wh5 Inline heading 
«h6 Inline heading 
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Highlighting Text 


TEST 
Prt: ob 


Pag eday ro igh iene vee text using Chl Yoo define a hinck ofvext 
WMIB conan roriea: camraciers and CF Td 


Ihe controbechanicte: for ae sighoag a You bee 2 hinck afc 
WHA liam cond dhe sanicway “ote that each conlral character wakes 
wpe chateese: space Press CUM csecute the command You 
Mee he ose the Pale adispeay to use the bighbghoeg canunand, leer 
VOL Paphi gil. yruairns; carymaeie all vent other elit clramges frat, Thess 
C™ TER toclear s4e sereer pl a!) pending qperatians 


Aeghilight a hegek oft far ALD a ibe ond nop cate than 
docurient carlicn, do sy onuw by copyarg the hb (DLE T document i pie 
EX AMP) FAieo the Ge!) Wbaary ited ate document SY] bbe 3) 
an the oct MST PIS) | 


wil Coeumeant: ETILET? 
Lea Bena Rae i: 


O01. 00 July 9, 1981 


Boo y, 
GOO). 
Goths, 
COO 

OO te. 
hoo?. 
Coe , 
CF 
G1. 
oot 

et | E. 
OOL?. 
COL. 
CoS. 
0016 

ood. 
OG1e, 
OLE. OO 
O20. Ob 





Regu 4&4! 


Hra. Lawrence Sealth 
4949 Ban Harcoa Bond 
Evanatan, 2) | imate 


1 bower Mee. Smith, 


You may uta your CLEARVIEW CARD ac any of thousands of 
mecchante Ln the Chicago area who proudly dimpley the 
CLEARVIEW aticker, You will be cequired te show your card 
at the time of purchase. 


The limit get on four credit will be $750.00. [ft yoy 
Wleb £6 increase your credjt Limit beyenmd §756.00, pladan 
call your CLEARVIEW Account Repregentative on (3175 
545-1234. 


Sbacreggiie deeranteaced Gor args lll gtiaie ¢ 


Lerg the documeu SULT lhomihe PE AAMELE The Ragabgha ihe 
Abo AL Wn vecrcaic acer crea Pete bead Bde ag a 








= — —— ee 


fel rong bp Foempe ee img Wah Trad btenagemeni 


I Tress EN VTE tocchear all pending chang. 


2 Postian the cureoy ithe space dcdore the start of the blocs and ney 
Wii Sour divelay wel show wna, 






















— Wil. Decumant: STDLET2 Scan: 
ages t Me hed habe Diets estas. weed Sey 5 > &, 7 
dedteisieteiriet REG INN TNGirtiietara ieee 
9001.00 July 9, 1981 


6002, 60° 

/ 0003, 06 

0004, 00. 

0005.00 Mrs, Lawrence Smith 

0006, 00 3949 San Marcos Road 

0007.00 Evanston, [llinods 

0008, 00 

0009,00 Dear Mrs. Smith, 

0010, 00 

oO1l” | You may nse your CLEARVIEW CARD at any of cheusends of 
0012.00 merchants in the Chicago area who proudly display the 
0013/00 CLEARVIEW eticker. You will be required te show your card 
0014.00 at the time of purchase. 

0015. 00 

16 | The limit sat on your credit will be $750.23. ITF you 
0017.00 wishhte inerease your credit limit beyond $750. 00, please 
O018,00 call your CLEARVIEW Account Representative an (312) 
OO19.00 555-1234. 

Oo20. 00 


bepie fed. Kee ihe fleet cancrul characder as thy grant al ies blew 


3 mow mine Lhe elise ta the fire! position afer the block of test you 
want to satslePa id key tea ecard Wy Por tkat exaenpie, Reeds 
wher lhe wound, so cypour diseliy wagws FPSO dla, 


Chapter ft. Carenaning aTewe Trier b+ 4 


TEXT We Document: STRLETZ Scan 

Foti Lite. OL nee one Base ssrB cae cee ese er ee TRB a 
Seid BEG [NN TMG area 

O01, 00 July 9, 1981 

OO02. od 

O00, O00 

OOM. oi 

0005.00 Hrs. Lawrence Smith 

OO08. 00 3949 San Harcos Road 

OO07.00 Evansten, Illingis 

OOn8. 00 

0009.00 Daar Mrs. Saith, 

0010, 00 

ooi1 | You nay use your CLEARVIEW CARD ac amy of thousands of 

0012,00 merchants in the Chicago area who proudly display tha 

O13. 00 CLEARVIEW sticker. You will] be caquired to show your card 

0014.00 act the time of purchase. 

O05. O06 

OO16 | The Limit set on your credit will be 6750.00, TLE you 

0017.00 wishhco increase your credit limit beyond $750.00 ,hplease 

0018.00 call your CLEARVIEW Account Representative on (312) 

0019.00 555-[234. 

foz0, 00 





Steuer fe Ream dhe secon ceniral charactce al she cad of the bhack 
wl onuires the Moock of tear [hat you wal to figkl whe. 


doo frees CR I4 Your dasplas now shows a hlack of luplvegated peu 


feG he affuig ny Leatpic “Working Wik Test *lanagenent 






















im, W: 1 Document: STDLET2 

1 a n,n. ne eo ree a oe a 
iin eS BEG INN ENG ee 

0001.00 July 5, 1941 

0002. 00 

0003, 00 

b0n4, oO 

6005.00 Hrs. Lawrence Smith 

006,00 3949 San Marcos Road 

0007.00 Evanston, Illinois 

008, OO 

0009.00 Dear Mra. Smith, 

o010, 00 

Oo11 |] You may uae your CLEARVIEW CARD at any of thousands of 

0012, 00 merchanta in the Chicago area who proudly display tha 

0013, 00 CLEARVIEW sticker, You will be required to show your card 

0014.00 at the time of purchaga. 

0015, 00 

6016 fb The Limit sec on your credit wlll be 6740.00. Tf yeu 

F170 wish to iooceene pour tomiit jaeit beyond S758 of, please 

0018.00 call your CLEARVIEW Account Representative on (312) 

0019. 00 555-1234, 

o020, 00 


Figure f-d, [lg hogtied bho) af revi. 


When you want to highly wer, you key ina at either end of the olock 
didpress CP L4 Remember, yeu prs) complete all chanaes by pressing 
ESTER before you startin define your hehlehone Lf vou do nat, 
‘Vevt Management reads ever b, d, and wan hoes that you have 
changed a¢ adext defigitian conical character 


Jexe Mandpement hag tnather easy way to ase higelighting. Someries 
YOU Want to miehlhent a whele wne Ou use Oy one Canal enarke ies 
hard key the boat the stark of thedine. then press CP 14. (Aes 
heghhants the wliole line 


IP yur paragraph farnar statis in column 2, you dimply key han tap at 
the lita’ character a4 shown below. Your cdhanhiy chows fichae anrease 
your credy hen) Beyond FFAG, 


Chapurr i] Pqummtiong a Tent Derienen 4-7 





kgs fea Migilighsing awhile linc well ene eenieal charac ber 


Press 4. F 14 and the whole line appears in higliiehe form. 
Remember that cach comircl character jakes up ane character space 


Sole tnat vou can kes cortrol characters an tap af exrsimg characters. 
and press CP l4 Wher Test Marndeemenit priets the Coctymer et pis 
the characte; or characie:: (late ner apped Mou want io change 
ex-sting huchlignted text, yeu can key over the top ot it. 


Deleting highlighting from a decoment 
| Again, clear any edit changes hy oressing ESTER, 


2) Move tie curser 1a the no defning the ecart ar ine tughhent Block 
and keyinad for delete, For this ckaraple, kev doin the space belore 
tne highlighted text Your diaplay shows diskdio inerease pour erediy 
tonit bepona 87 $o0W dalease. As soon as you key mil, Text 
Slenagement turns the lighitighting atl 


fer Coaring hy kaamm|le: Workie Woli |ext Sldasagerment 


TEXT We i Decument: STDLET2 
Beer Oh Sl aa Dave ae as 
Jeiainininininiiei BG ENN DN Gninieininieinine 
OOO1, 00 July 9, 198) 
0002, OO 
00035. 00 
ooo4, oo 
0005.00 Mra. Lawrence Smith 
0006.00 3949 San Harces Road 
OO7.00 Evanston, [llinois 
boos, GO 
0009.00 Desr Hes, Smith, 
0010, O60 
Oo4n | You may tse Four CLEARVIEW CARD at any of thousands of 
0912.00 mecchants in the Chicage area who proudly display the 
0013,00 CLEARVIEW sticker, You will be required to show your card 
0014.00 at che cima of purchase. 
0015, 00 
016 | The limit set on four credit will be $750.00, If you 
OOL7. 00 dishdte increase your credit limit beyond $750, 00 dplesce 
0018.00 call your CLEARVIEW Account Representative on (312) 
0029.00 555-7234. 
bo20, oo 





bogure ot-é. Meleding Pighligliting fram aaup itat 
3 Press CV14. 
lhat removes the Faghhighting fromy your teat cocunient 


I’ you want lo highlight the contents afta farm field on a wlecument, you 
usé the TUAT DLTINTTIOS prampein PORM mode.ard then upitate 
the detument to incluce mgalehtng Mave the cursor into Lhe form 
field vou wane to highiight ane press CEld ‘Lhe TEX] DEFINITION 
PISMp! appears on your dispiay. and vou can define che varous 
alinibules you want io appear in thal form Fela 


(uderlining Text 


Undedining your text is hke tehlighhinge it Make sure you are on the 
Edit display You cannat use Oh ld (Text Definition) irom soe inpat or 
insert wines, FT yau want fo begin underlining in cehiroa 2 oe the first 
column of the paragraph Pornal, Vou must rémave Che paragraph format 


naptes b Formauing a Vest Pocumen 6:9 


as you altd for highlip sting Dyan wart bosinderine a heck of fext, use r ; 
the eoutrel character wv 


Press ENTER to womplete all pening changes. 

2. Mlace yt cursona| Whe start ol hr STE you Want Lo UNnceriune 

4. Reyinu 

4. “love the cursor te the esd cf the piock of text vou are anderlering. 
lor itis examme, ondertine (he Shock: fe atereuse saae ered Gene 


beopeunal ATUL, 


& Kev od second ib Sour casplay shows, 


TEXT | Wil Document: STOULET2 
Fat: Seed er 
= 


oO01,.00. July 9, 1981 
0002.00 — 


Mes. Lawrence Smith 
bre San Marcos Road .) 

0007, 00 ‘Evanston, Tllinois 

008, Oo 

0009.00 Dear Hre. Smith, 

BOLd, 00 

oo11 | You may use your CLEARVIEW CARD at any of thousands of 

012,00 merchants in the Chicago area who proudly display the 

0013.00 CLEARVIEW sticker. You will be required to show your card 

0014,00 at the time of purchase. 

6015. oo 

00176 4 The limit set on your credit will be $750.00. If you 

COV) OO wishute increase your credit limit beyond §750. 00,uplease 

0018, 00: cell ‘your CLEARVIEW Account Representative on (313) 

0019.00 555-1234, 

Oo20, 00 





Figure ote. hinderkring icator the décumcat 
fi Press (Fd 


TOI Ciplay ao shows anderiined reoxa 
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You can also underline the width of text on your display with one 
control character at the start of the line. 


You can delete underlining from your document just as easily. Move 
the cursor to the u defining the start of the underlined block and key in 
a d for delete, and press CF 14. This removes the underlining from your 
document. 


Text Management also allows you to highlight and underline a block of 
text at the same time. You use the two control] characters: h for 
highlight, and u for underline. Key in one control character and press 
CFl4. Next, key in the second control character on top of the first one 
and press CF14 again. Text Management highlights and underlines the 
text enclosed between the control characters. Although you key in two 
control characters, you only use one character space. 


Note that, if you want to delete one or the other, you have to delete 
both and then redefine the attribute. The two control characters are in 
the same character space and you replace them both with the d for 
delete when you key over one of them. If you used two character spaces 
to define highlighting and underlining, then you must delete both. 

When you highlight and underline some text, your display shows: 









TEXT wi 1 Decument: STOLETZ Scan: 

Fats L 4. . Bae ooF : a OS 1k eee hea cr B wus a> é. aa T 
; innit BEG THN LNG ine 

0001.00 July 9, 1981 

0002. 00 

0003. 00 

D004, 00 


005.00 Hre. Lawrence Smith 

0606. 00 3949 dan Marcos Road 

Oo07.00 Evanston, Tl linedis 

O08. Oo 

O09. 00 Dear Hre. Sedth, 

010. 60 

Holl 4 You may use your CLEARVIEW CARD at any of thousands of 
GOL. 00 merchants in the Chicago area who proudly display the 
0013.00 CLEARVIEW sticker. You will be required to show your card 
0014.00 at the time of purchaso. 

oo16 | The limit pide stem op oe BP oh! Tf you 
0017.00 wishuto incresses B so digsr ‘ 

0018.00 call your CLEARV Account ‘ 
OO19, 00 555-1234, 

O20. Oo 








A eT 


When won delete He te hhpatiag aout eidkebting, sue daplay aaoae4 
ee ie 


Gt) [erm ey Cramps Wartang Wik Ter) Slasagermy 





' twill be $750.00. If you 
sa your t liedt beyond §750.00, please 
RY > orf Rapregentative on (912) 


0020. 00 





begerc Ge Div ilirg Sughieght-ig eed weedefieeny boro gece 


Removing the Paragraph Format to Define Text 


teu wat ic hep in A enhariire cr andcrineng 1EAt Loar art in he 
fast qt fe be ogra fora, you canned! crict the conweand bh 
ihoubtaahe bel al t Pow eerowl Poghilght ge wndsrtme ime neay, beat 
youes!) Chege vaudt (ime sagatiy To Paghigh! teat that begoot in 
the (ay Cetare ae preg raph * ow esi 


| S0e¢ over the aegiagen fora! mnie oo renee ie Poe 


> Pai] SILE 


S Rota het eg hdigring conned boi wicihe Go the peo 
Rameribre ol pou Petegeph forriar idtiser ccluryi 2, vou ued 
bee the cuatro! |Raarie on ten of the sharkcte: wi Cour P 


c S Prew Pia 


hapior kV wreaitasg a liar Vbegagrrpaie | Ae 1} 


5. Key the paragraph format back in (using Px where x represents the > 
number of the format which you spaced over in step 1). 


Summary 


When you have completed the examples in this chapter, you should have 
learned how to use control characters to: 


¢ Format the document with print control commands. 
¢ Highiight and underscore text in the document. 
e Remove the paragraph format to add highlighting and underscoring. 


e Delete highlighting and underscoring from the document. 
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Chapter 7. Proofing the Text 


The examples in this chapter show you how to proof your document 
using Text Management's special features. You can check the spelling 
in a document using Spell Check; find the spelling that you want using 
Spell Aid; add words to a temporary dictionary for that document; and 
find synonyms using Synonym Aid. Create your own document by 
copying SPELLER on the DOCUMENT LIST display into a new 
document to practice with. You could call it SPELLER2. Remember to 
delete it from the EXAMPLE file when you have finished. 


Note 





System dictionaries are not automatically supplied with Text 
Management, therefore, you may not have this function or the 


Synonym Aid function available to you. 


Using Spell Check 


Text Management checks your spelling for you. To practice using Text 
Management's document proofing features, choose Option | on the 
PRIMARY MENU. Key in SPELLER2 for the Document name, 
EXAMPLE for the file name, and QGPL for the library name. Your 
display shows: 


one of the following! 
Cre. or revise a document 





begs 1, eee be te ie paetepele edits SPRL 


Perv ESTER and the document SPRLLEK2 a on yiar display in the 
Echt unde Your daolay looks bke thar 


f=2 Lew bp bear Ye kee Hk Tra) ‘vl aeegeril 


TEST Wil Document: SPELLER? 
Sate: DiGi lewes, Bienes ae ea ees wee 
_— dteinhinninith BEG TNNTNGINGenricii 
0001, 00 July 9, 1981 
GO02, 00 
0003. 00 
O04, OO 
0005.00 Mrs, Lawrence Smith 
H006.00 3949 Ban Harcos Road 
0007.00 Evanston, Illinois 
0008, OO 
0003.00 Dear Hrea, Smith, 
0010. 00 
6011 3 Yoo may use your CLEARVIEW CARD at any of thousands of 
0012.00 merchants in the Chicage area who proudly disply the 
0013.00 CLEARVIEW sticker. You will be required to show your card 
0014.00 at the time of purchase. 
Ho15. OO 
016 | The limit set on your credit will be $750.00. Jf you 
0017.00 wish to increase your cradic limit bayond §750.00, please 
0018.00 call your CLEARVIEW Account Representative on (312) 
0019, 00 555-1254, 
O020. 00 





bigure 7-2 BURIALS cmanple trees 


SPELEERS comms incorrectly spelled words, Use che Sell neck 
runciien ie find tre misspelled words 


1 Press CP 2 te go into Spell mode. The top ef your screen shaws: 





TEXT Wr I Spell: SPELLER? Scan: 

2th bist ss Dees Eisen ses Gicaiseoar cea siacae Shee 
0001.00 July 9, 1981 

OO02, OD 

0003. 00 

0004. 00 

0005.00 Mrs. Lawrence Smith 


Vegure 7-3. (Changing to Spelt mode 


“Misspelled wards appeal in reverse pape. Some of ihe werds {for 
c example, proper names) sre not im Text Wanagererts dictionary, 


a 


Coupler *. Precio ie Treat Pea 


— 
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even thovgh they appear the way you want. Because Text dD 
Management searches for a match in the dictionary, it reverse images 

any word it docs not find. Flowever, you can add words to a 

temporary dichionary which you can save with the document. For 

example, because proper names appear reverse imaged, you may 

want to add them to your temporary dictionary so Text 

Management will no longer consider them misspelled. Once you 

have a temporary dictionary, Text Management will use it (when you 

are in Spell Mode) to check the spelling of the words in the 

corresponding document. 


The cursor is under the first misspelled word. 


In SPELLER2, Marcos is not in the dictionary but ts correctly 
spelled. Add Marcos to the temporary dictionary by pressing CFI4. 
This removes the reverse image from the word. Marcos is part of 
this document's dictionary but it is not part of the main dictionary, 
therefore, Text Management still considers Marcos misspelled in 
other documents. CF23 also adds a word to the temporary 
dictionary. Use CF23 when you want to hyphenate a word and add 
the word including the hyphenation point that you specified to the 
document's temporary dictionary. You have the option of saving 
this temporary dictionary when you save your document. 


There are two wavs to move to the next nusspelled word. 


a. Press CF7 or CF8. These keys will automatically window outside 
your screen. Therefore, if you have a document that ts wider 
than your screen, usc CF7 or CF8 to ensure that all words are 
checked for spelling. Note that the Scam licld must be blank or 
Text Management will search for the entry in the Sean field, 
rather than the next word in reverse image. 


b Use FIELD ADVANCE and FIELD BACKSPACE. 


In SPELLER2, the cursor moves to Evanston. You want to add this 
word to your ternporary dictionary, so press CF 14 again. CF7 scans 
the text forward for the next misspelled word. Jf you want to scan 
backwards for a misspelled word, press CF8. 


Move the cursor to the third misspelled word. Jt is now on the first 
letter of the misspelled word Yoo, Correct this error by keying the 
correct spelling over the old one. Do so in one of two ways. Key in 
the whole word again, or key in the correct letters (in this case you 
would key a u over the second 0). Once you kev in the correct 
spelling and press ENTER, the word no longer appears in reverse 


= 





( Gr omage “ove io the next messpelecl ward which is CLEARVIEW. 
Add it to the temocrary dichosary by pressyng OF oa. 


2 Sermstlines you teed bo cnsert (ellers fo correct the werd as in the 
neat spelling eran in the exampre. Rather than key che whoie ward 
WW again, mserk the mMisding oeller Remerminer that you msert a 
character je fron) af anothercharacter, Io da Lrisay Spel, mode. 
press CEI2 You can use C512 to nesert charactess in Both 
formatted aid unloumatted leat. Your display shows wnderlines 
Lanter Lhe feanminde)e: cf ihe paragraph. Move the cursor to Lhe 
rosin: folowing the misaip letter, ress | SSURT and then kev i 
the Jeter a Pewt Wanagemort qiserts (ic wussing letter ame shifls 
The restnt the text to lle pht Press ENTER to renuove the 
cnderlics. “Phe wit disply os ice cderectly smetled as display, and 
Lhe revutse ifi@ee algae ss, 


Lr 


Ween al the errors are correctly snebied cr acded to the cemporary 
dichionary, You Wart to leave the documeri. Youalo seat have te 
conec! every word i reverse image before vou leave the dlocunient 


Press P pre move to the EXIT FROM LDV prompt 


Cc TEXT MXIT FOR EDIT 


Exdt Eddter =~ Retarcn to Primary Heno CY MM): 
Update document nated below C¥ Wy: 
Create document named below CY My 
Print document without Formatting CY Me 


Document name: SPELLER2__ 
File containing document: EXAHPLE 
Library containing fila: OGPL. 


Laser ipt dee: Letter with misspelled wards 
Resequence document by line number C¥ NM}: N 


a or = 
Resequence document by calculating page; line (¥ Nh: HW 


Save temporary dictionary with document c¥ Mi: ¥ 





Pogue Tal. Teen EXT) FRO De prompl 


Pa 


P-ocfing the Teas fe 4 


= 


Chapter 3 


To save the temporary dictionary with the document, key in Y¥ for 
Yes in the corresponding field and press ENTER. This updates the 
document and returns you to the PRIMARY MENU. 


Using Spell Aid 


Spell Check finds words in the document that are incorrectly spelled. 
Spell Aid provides a list of possible correct spellings for a misspelled 
word. You choose the spelling you want. Use Spell Aid on the Edit 
display of Text Management. Practice using Spell Aid on the document 
SPELLER2 from the EXAMPLE file in the QGPL library. When you 
use Spell Aid on the Edit display, the word that you are checking does 
not appear in reverse image. 


Note 





* You can use Spell Aid on the Edit display of the document or 
when you are in Spell Mode. On the Edit display, position the 


cursor on the word for which you want help, and press CF'19. 


1, Check that you have an unaltered version of SPELLER on your 
screen. To use Spell Aid in Spell mode, press CF3 to turn the Spell 
Check function on. The first spelling error is Yoo (the third item in 
reverse image}. Move the cursor to Yoo. 


2. Press CF19 to use Spel] Aid. Spell Aid shows the alternatives in a 
small window on the display. Your display now shows: 
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0005. 00 Mrs. Lawrence Smith 

0006.00 3949 San tierces Road 

0007.00 Evenwean, Lllinois 

0008. 00 

0009.00 Dear Mrs. Smith, 

“9010. 00 

O6TL a Yoo m4Y Use your CLEANVI EW CARD at any of thousands of 
0012.00 merchants in the Chicago area who prowdly pep ly the 
6013. oo geeees, Sticker, You will be required to show your card 
0014.00 . US ima of purchase. 

‘0015,.00 You | 

016” 4 Ye mit S66 on Your ¢radit will be $750.00. If you 
0017. 00 -ooess, BDOreagse your credit limit beyond $750.00, please 
0018. 00 call your ([@ePvi=W Account Representative on (312) 
“0019, 00 555-1234. 

0020, 90 





Figure 7. Spel! sed attetaatorcs [ne Yor 


“woke Utat Spell And toxics the cursor on Lhe arernative thai ib 
conser. nou hkely, Lhe aaroe of the dictionar trat Tce 
Management me vente occurs at Lhe pon cf the acd panelin this case. 
‘Text Manapemen. is using poe dS @sonied) Siages) dusiionary 


4. Mhogse ons al the alternatives. Pasituun Hie curser on the word you 
wal [Gwse and greis TER Spel Aad repeices the error wit! 
your selechor Feo Seomnes Fou An ulus pont, the window alsa 
dsanpeacs. TPthe ward <4 longer oe shorts; thar the original word, 
Test Managemen! automatically adtusts the susrouniling text fio 
yOu 


i 


If lext Management docs not find any alicenatives [n ocs dictjonary, 
ari? the wotd icosrect!y spelled, a message apmearé al the bottom 
al yer: dapiay 


So Ween you ane crcaling of changing a document, you can use Snell 
And le check whetne? a word is smelled correctly. Portion the cursor 
ar, otto Ue wmmncanats eght of, she word you want jacheck and 
mress (PTY. 


Ceapie 7 Peon ing due Tea f+? 


@ Pres is pe te tic PAV) CROSM TIVE ue Kev ine (eer wa 
Yer fo update the logue with amy chamaes that your have mace, 


Prost ENTER se lease the EXE PROM TOUTE Waplay 


temember, these steps upais ta bath the Ee aed the Spel moles 


Using Synonynt Aid 


Vest Munagensier fas ariaclie: decisiers al to help. Saori 
Auli wes vou a lest sf senonyens pag. war Wiitn gat Gee cane 
Ad, (iakernatives Por dower) appear ina wea ony well hiy 
Stnonvm Aid wores iu both Leib nd Spell antes, Ve Se document 
SUE LLER2 Trop tie DRASEELT Allein die GaGiPk linpacy: for tas 
aaveme. Wake gute thal SPILL R2 3 copy of tue original form of 
SPLIT Racid fined the serarrerms fer tine waved terre, 





Viger 7-f, Wind ibe syrompens fon wane 


1 Posten the cues Guder thie Pty cbaacier of the word dene acid 
press CF 20 The ward Aen aippears ineyersc mage Wor display 
SEP 
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TEXT Wl Document: SPELLER? 
i no oe ee ee” ee <i: 
iirictinkek BEGINNINGS rt attire 
oOOL,00 July 9, 1981 
O02. 00 
0003.00 
Oooe. 00 . 
0005.00 ° 
C606. 00 - “bonds, confines, environs, preiincts 
0007.00 :=-and, bounds, confines. LimitatLon 
opts. 00 «-ceadling, Limitation, mazimum 
C009, 00 --sttrems, azttemity 
6010.00 ~-lengch, sxcreme 
COLL | WERE 
0012.00 |-circumcribe, conf|no, delioit, reatrice 
0013. 00 = 
OO14.00 ..... 
O15, Ob 
O016 | The limit set on your credit will be $750.90. JE you 
OOL7.00 wish to increase your credit limit beyond §750.00, pisasa 
0018.00 call your CLEARVIEW Account Representative on (312) 
0019.00 555-1234, 
bo20, 06 





Figur 9-7. Svronyms for limon ilsaplay wine 


2 @hoose asynonvm forwea Cate is an anpromtaw synenvm fer 
dev orebisanstonce losin the cursor on the werd ceviee. You 
may use sither FIELD ADY ANCE and FIELD BACKSPACE or 
Ihe cursor movement kews 


A. Press INTER ta peplece foe wath) resling Nate thet Tex? 
Viamagcinert adjcste the paragraph for you Because ery oe i 
longer werd (ark fent. 


4. IP yan dann find a oennnyal tou wast, chen payee tac Garser 
outside BE the window and press RNOTIR te return te best bo 
nerd] 


S Press CFL to pote the EXIT FROM BIT dispiuy, When yard 
have apthorizacon ta update dscucnents, leave the defatle ware Y 
Mar dex an respanar ft Popeda fe wuaruatent rantce bedi, 


6. Press RATHER. 


= eee — —— 
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Using Automatic Hyphenation 2 


Automatic hyphenation is a feature of Text Management. 


Note 





You can also use Cl°23 to hyphenate words. (This is called Manual 
Hyphenation,) CF23 hyphenates the word and adds the word and 
the hyphenation point that you specified to the document’s 
temporary dictionary. ‘To delete a hyphenation point, position the 
cursor under the first position of the word, and press CF 23. For 
more information about using CF23, sce /BAi System) 38 

OFFICE] 38—Text Management User's Guide and Reference Manual, 
form number SCO9-1022. 





Use automatic hyphenation when you are editing your documents, and 
remember that Text Management hyphenates words that are in 
paragraphs—it cannot hyphenate unformatted text. 


Use the following steps to use automatic hyphenation. 

1. Make sure that you are on the Edit display. 

2. Determine the paragraph format. The paragraph format identifier = 
appears on the line numbers field, two digits to the left of the 


decimal, and is a highlighted numeral. 


3. Press CF17 to show the PARAGRAPH FORMAT OPTIONS 
display: 
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TEXT 
PARAGTLAPE - 
Pisa 

10 

1 


Mbtdsdddte 


5 


i 
= 
- 


LP deride! 
= 


Any changes mode on thin display will cauae the paragraphs in tha 
document to ba od jurted ualng the now dafindtlen. 


CF3+Paragraph Farmat Extanded Options 





Figure 7-8. FPaRAGLHAPH ROPER VEAD Cel te Ss deo plone 


a. 


hitwtahe parneteph en ecatan eumSerin whe firat ea‘um heated 
PARAGCRALHD | ORMAL UM und move ire curemr to thee line 


Sek TEE Lie LUPber slong thutk free we rhe column Heoded 
40° PAMATIC Ue Ri SALTS Gye sy 


Kes a] es | te a Tha ficial The tie all vilue tar (luv pee ipa ge 
Ss ter dy lickl Wanagenent fi Sa Bulgudl 4 all [he paar dgaugehr the at dt 
tid chert or Bye dacumnent, 


Presa {| 2 pe return we the previaus haniey 


Prot 0 Pt te wen ihp PRI T bo EL] to yer Kr inf for Yew 
wi rep, Wee Pimgat= Gowen cused bees 


PCED MPM BOMicnt SRecke it Giciehielets 5 Lee wher io hyphae 
wordt liat docs not Ond Toe wore ip we devionary then it weer 
trundarc Aephensuen rales 1a determine cee werd Scan 


Oh epee * [Seefng the Teel Wil 


Text Management does not start a word in the last five spaces of any 
line, unless that word and its trailing punctuation fit in the five spaces, 
or the paragraph format for that paragraph specifies right alignment, If 
the word is longer than five spaces, Text Management moves it to the 
next line. Text Management hyphenates words if a word and its trailing 
punctuation are longer than five characters AND begin more than five 
spaces from the end of the line. In all other cases, Text Management 
moves the word to the next line. For more information, refer to /BM 
System! 38 OF FICE/38— Text Management User's Guide and Reference 
Manual, 


Note that, if a word is in more than one dictionary, Text Management 
uses the hyphenation points from the first instance it finds. Text 
Management searches the dictionaries in the order that they appear on 
the DICTIONARY SEARCH LIST. Your temporary dictionary 
appears first on this list. 


Managing Dictionary Search 


Text Management uses one or more dictionaries to provide Spell Check, 
Spell Aid, Synonym Aid, and automatic hyphenation. Each document 
has a dictionary search list that contains the names of the dictionaries 
that Text Management uses. The names appear on the list in the order 
that Text Management consults them. 


You may add, change, or delete dictionaries from the dictionary search 
list and rearrange the search order. To view the DICTIONARY 
SEARCH LIST: 


1. Make sure you are on the Edit display of the document. 


2. Press CFS to view the SERVICES MENU: 





7-12 Learning by Example: Working With Text Management 


Text SERVICES MEMU 


oehee, one of the following: 
ee chine scan/substitute options 

Ze Display current document in printed format on split display 
race ‘Dis splay another document on split display 
Copy ‘another document to edit display 

5. Display fields from date base member on split display 

6. Copy fields from data base member to edit display 

7. Display/change | list of data filas that control printing 

8. Display/change sp options. 

9. Display/change dictionary search list 


Option: _ 


Document/member: #LINECOM2._ File: EXAMPLE. Library: OQGPL. 


— 


a 


CF6-Display messages 





Pipes 7-2 SP R¥YICES MEL from SPELLED s Bait displas 


4. Kevin Fin the Gaien Held anil press CX TER. Chis displays the 
RECTION ARY SEARCTE LIST. 


Chapter 7. Proofing the Test 7-3 


Document:  §PELLER? File: EXAMPLE Library; 


GURER ODCCTTOMARY LIHHANY DESGR CPT IGM 


Us —(ts« ENGL S__ US ENGLISH DICTIONARY 


CFS-Display updeted dictionary search list 





Pepore 7-1. GE OS AR Y SEARCH LEST “or SPELIERS 
Mote tngb Sel) Lele uses ont one aiconame-a 68 lenelist 
Uicuerary. Your PROT OONARY SPARC] LIST may difer from 
APE LELSARs 


4, Toadd adicuonary lows DICTIONARY SEARCH LESS: 


4 inthe GROAN inpul fel ceva a rumber ta ipdicace the neder 
in wHich vou Want Peat Manaperment be 4earch the dictiar aries 


Ib Forte BAO TROY Neu, hey in he lithienary wane 


Loo Undrs SPRAY bev incube hracy cance. tour diecplay deoks 
likes ahis: 


= =-— ——— Se eee — 


P= [4 earn ng by Exemnote Veorking Weth Peat Slaragemert 


Figure 


Tera 


Webd. 





Adding a second etionury te SPELLER Ss search hist 


do Press ENTER. Your cispiuvy may now show a staius code and a 
description of the dichumary 





Secu’ dictionary adda io SERB "5 scarch lel 
& Jo delete 2 dicanary from che cheuronary search lise: 


a Space over the search order number, the dicuonary same, and 
the linrary name. 


b. Press PINTER. 
f To change the seach order 
a. Key the new search order numbee (lb through Ib inta the GREE 


Feld The numbers do not Save ta be comsecutive Text 
MEAnagement snaréhes Lhe owes, number erst. 


Chapler S  Proofing Ube 7 eat Te 5 








Library: OGPL 


QENGLISH__ US ENGLISH. DICTIONARY 
QENGLISH__ UK ENGLISH DICTIONARY 


Fegure 4, Seorchiag SPRL ERs UR dictionary frat 


bh Press PO TER. Text Management now révhaciags tne 


DESTIONARY SEARED EIST on fhe age seach sequence. 







DICTIONARY SEARCH LIST 


File: EXAMPLE Library: QGPL 
LIBRARY DESCRIPTION 
UK. QENGLISH_ UK ENGLISH DICTIONARY 
iS ENGLISH _ US. ENGLISH DICTIONARY 


gure Tel4. Tisalaying SPLLLEA2Y ocw search order 


Wien you press ESTER. the following codey can appear im tlie 
STATUS culurin. 


STATUS MEABING 


i Dacuandary or Lihrareot not authored fer volt use: 
z Diccarnan cl Lebrare new loon. 
a Dheoenary or Library is mot avaiable ac this time. | 


aeairy later. 


When vou lock a1 the message, enher Dichonary or [ihrary anpears 
highbehted depecling ao which i apprapriate 


A. ole that CVS refreshes ihe dictiarary list with an updaled sialug. 
You can use CPS to check and sed f vie seatut hes changed 


o To wave the DECTIONARY SEARCEL LIST 


Summary 


e Ifyou have not made any changes since the last time you pressed 
ENTER, press ENTER to return to the Edit display. 


e Ifthere are some new changes, press CF2 to process the changes 
and return to the SERVICES MENU. 


° Ifyou want to cancel the changes made to the DICTIONARY 
SEARCH LIST, press CF1. Text Management ignores all of the 
changes you made since the last time you pressed ENTER, and 
returns you to the Edit display. 

When you print a document, Text Management uses the dictionary 


search list to search for hyphenation points if automatic hyphenation is 
used in the document. 


When you have completed the examples in this chapter, you should have 
learned how to proof your document using: 


e Spel! Check. 

¢ Spell Aid. 

e Synonym Aid. 

¢ Automatic hyphenation. 


¢ The DICTIONARY SEARCH LIST. 
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Chapter 8. Creating Form Documents 


Text Management also allows you to create form documents. A form 
document is a document that requires the user to fill in the input fields, 
or form fields, You can give each form field certain attributes: 
prompting information, underlining, highlighting, and numeric input. 
Form fields can be adjacent to each other, but the end of one form field 
cannot touch, or overlap, another form field. 


When you create a form document, you create a skeleton form. Each 
time you fill the form in, you change a copy of it, not the master 
skeleton. You use the copy to produce and print a completed form 
document. You can always request another copy of the original form 
document. 


Creating a Form Document 


For this example, you will create your own form document. You can 
look at the document FORMDOC in the EXAMPLE file to sce what it 
should look like. 


Choose option | Create or revise a document on the PRIMARY MENU. 
Key FORMDOC2 in the Document field, and use the EXAMPLE file in 
QGPL library, Your display shows: 


Select one of the following: 
1. ‘Create or revise a documant 
2 Browse a document 
3. Print « document 
4, Fill in a form document 


Option; i 


Name of the document when stored: 
Document (blank for a list of documents): 
Fille (blank for a list of files): 
Library: 


Within Text Management: 
Press HELP key to display help text, 
Press CF1l key to exit. 
Press CF2 key to back up to the previous display in o saries, 


CFé-Display messages 


Figuee 4-1. Naming your form decoment and ris file 


A 
po 


Press ES TET do create the document 
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Your display now pow 


Wil Document: FORMDOCZ Scan: ee 
1<.lI bea 1 we eho dois HuE b ee Gee Waves fed 5 awe ve 8 eam osal> 


(ii inet BEG TNA 


At eo 6 | 


dead etidedeiet fp] Teese et 
Dorm: TORO added) to Plies ERASPLE 98PF1 





Tigure a-}.. Steeple pe walirg fet yu? hn part 


FORM ONGC? tsa form letter confiomrg ar order. Key in the Sasic part 
af ilhe Iotler ay vou Wantal te appa. Leave blavk areas for the parts of 
the fetler thal change with. each use ofthe form vocument Fort wae 
sane born Jociment, use the peti shows cu the ciaplay below [2b 08 
the same text as toe FORM DCH: docuinent ir rhe EXAMPT f filed 


Chapier & Creaung Form Goeunents H-3 


0015. 00 
0016. 00 
O017. 00 
0018. 00 
0019. Do 
poz0. Oc” 





igure 8-2 FOR WIROCS teat display 


——- 


Red earnine by Faanple. Working Wilh Teet STariagernéni 


Vreas STL ca stare the changes that yau have made to the 
Goecument I you do nce press ESLER beloce vou start co define vour 
form fields, you will lose a'l the chenges thar vou have made since the 
last tne sou pressed ENTIRE, 


The next sep i to define the form Kets tnenselves Keying anf where 
yon Want the form field ta phegin and another ane where von want 1 tn 
end, Vor iris document, on fine Gt) Ou, bey ity Pm the fire, caluret and 
space over fo ths JOth column and kev ina sceond f. Maasure your 
Lurser powioen on ihe scale bine, pust as you would on Lhe scale bar on 
HOUR syoeeriber, fe this way, vou de not have to Count tpacet as you 
wey Ther in 


Remember that cach [lakes we cone chafacter space of your form field, 
and that your farm lield actually begins in commu 2, rot column ', and 
ends in calumn 29. (Foren fields cannot begin wi euluem 1 because you 
THast Celie then a characre: space, and the first character posrioon 
cohinmk bh) taser your farm fields so phat sour display shows: 


Document: cheat 
nile 1 ae ee z . 


Gailalog Beryice to 


“Guaranteed Satisfaction” 


We ‘were, pleased fo receive your order. A tow catalog Is enclosed 

1008. 0 for your your future orders. Hay we have an opportunity to serve you again 
0 in the Very near future. Your order as we received it was: 

0010, 00 





Figere Ad. Gedining uv form fet 


Tre twa Ts qutline your from field. To create the farm feild, press 
Child Your dplay now shows an inderine where uke farm held it 


TEXT Wri Decumant: FORMDOG2 

Fintt 14. Besa cee Diwwe: Gen Bee ose Bae ee sys 

' _einieiininiieicy REG INN ING nnn ‘ ; 

Gon. 00 ——_ atelog Service Go 
“Guaranteed Batis fection” 


We were pleased to receive your order. <A mew catalog ia ancLosad 


se 00 genet your future orders. Hay we have an opportunity to serve you agein 
9, 00° in the vary fear future. Your order as we received it was: 


0010. 00 





Figur 8-3. remling dhe fired {oem held 


You can creste more than ane Soom Jield at a time, Make sure that vou 
ise the ¢ursap movement keys to move and thal you do not press 
INTER. Use the seale line bo hep you create the remaining form fields 
in PORMIJOC? by keying in Pat eech of these Iceations: 


1 Line OOO RM coluron P| and column 30 


po 


Line (OC column | and enim 3) 


1. Lane OOS 4NF column 6 (immediately following Dear) and colume 25 








Ciaepier {Creating Porm becarnents 4-5 


— Note 


De not inave a space after ear The Plates up one character 
space to hat a blank wy gulomatically supplied You should 
dla hey che second Con ws le on topo Lhe comma sa that 
Text Management doves no! leave a space berwecn the end ol 
the form fehl and the camma When you key the fon too al 
the Soonrna, the coriria temporary ditappeats Meéhen vou 
pri the cocament, eat Management printé the campma for 
you 





4d Line vOlON colemns Yl o74, 24, FHL 95, 5B, oO). 68 


Your cheplay shew 


TEKT Wi i . f ou jem! A oc 
Foot: PAL... Fats tee re) 


oT A Lal 
0001. 00 
002. 00 


0004. 00 | mie | 
0005.00 Deart ot 


0006, 00 





0040. 06 





Tigare 8-6, Defining serers! form fields 46 ance 


Press C7 (4 ta create the remaiming fared Seles. Your decument lacks 
ke this 
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ceive your order: <A mew catalog ls enclosed 


May we have @n opportunity to serve you again 
. Your order as we received it was: 


MBER = = QUANTITY DESCRIPTION COST 








Total . tot 


" ra 
| 9. Higward Davis, Pres 


Peperg HF) Lrraurp setcral faret finvls ot emee 


Mate the seuce booked Dear geal the far bell Aba noise oe Whilst 
ape conto) werd tnt colals the [igus who You fey ther 
rhe COS) ech of the document 


Creating cotusnns 


at far, tins document only bas one inpul Gehl for cnternig ilens Wer 
men ho Create mdr? fierds so Wat the ordir siet 6 ae Ermived co one 
tein’ (heute fou calves with ise inpus lines cach for ube document 

aafg sq ron Save la copy are) NO17 Oh fou wore. tanec. Simply key C 
for Capy on the sequence nurse field for line O02 00 Next, kev on 
“ie target Ad followed he a space on the sequieice turibees fchd al one 
los You can choos one of iwe larger Wor Belore ‘9 caccute the 
command Sefore te ling Lhe larger ae on. or A lar Altech ta éxgeule the 
command an the ine following che tie wne larget som A tionhe 
Tallmeing the target lester detls Poet Alanagerien! ow many tines te 
execure a Command al the target lscatan, Yor display shows: 


Chaptce A. Ureatuy bore Upcurments Bef 








TEXT Wid Document: FORHDOCZ Scan: 














Fut: Bef. 7 ea 2 ce Bye Pees =e4 See. Ge Dives ga ck ace Era 
yar renry DEG TMNT 

0001. 00 : Catalog Sarvice Ca. 

ono .. Be eee "“Cusemiend Sat betmet toe” 

o003,00 . = 

04. 00 

0005.00 Dear 

06. 00 

ooo; | We were pleased to: receive. your order. A new catalog is enclosed 


0008. 
boo9. 
0010. 
O11, 
E 12. 
Ba 3. 
O14, 
GOS. 
oO16. 
Ooi. 
6018, 
oo15. 
OO28. 





Po pere 


00 for your future orders. May we have an opportunity to serve you again 
00 in the very near foture. Your order as we received it was: 

oo 

oo [TEM NUMBER QUANTITY DESCRIPTION COST 

00 _s 

oo Total . tet 
oo 

om 

a0 m4 Sincerely, 

0 

le)  \Howard Davia, Pres. 

00 ; 
oo 











H-B Insecring commands co duplicate ote 


When you presi bos PER. four additional input ues apoear bela ec 
lings OO) EO aed GUIS OA Line DOES content! meses below these 
addienes ipa lines Tete! and ca ges appede at the bertter of all 
Lhe any teleis: 


earning by Exaaple: Wotking Weide Teat Wartagerscel 


TEXT Wil Document: FORHDOC2 Pie Pa a a 
Fmt: 1 i 1 ee ey eee ae eee c.. Modan ese Sivtbea: Oo cae wes 7 
ged BEG NM NG nie 
ooo. oe Catalog Sarvice Ce, 
0002, 00 “Htiarintaad Betts fairtion” 
0003, 00 
0004, 00 
0005.00 Dear 
0006. 00 
| 0007 | We were pleased to receive your order. A new catalog is enclosed 
0006.00 for your future orders. May we have an opportunity to sarye you again 
0009.00 in the very mear future. Your order as we received it wasr 
oo10. 00 
0011. 00 ITEH NUMBER QUANTITY DESCRIPTION 
fO12. 00 
0012.01 
O0L2, 02 
0012. 03 
DOL. 04 
0013. 00 
O01, oo 
0015.00 <.. 
o1é. 00 Sincerely, 
O27. 60 ": 





Pepure Hel. deseetieg aieliincas put Bella da cera polars 
PORMD Pow fas fav eoluras wih live repud ure. 


Woh Test Many .cmicni vets can ivéert prormctng bal, inderscare and 
haghl gh! parts aloe docunwnl, and soety thot oud Riel accepis 
ca pucteeical i! irritant: 


Inserting prampling text 


Jke re depois creating @ sri itecwinert i toinserl prompting text. 
Prompling tux) tills thewser what key ine that get fend [io shows 
Gh the dienhov, Gott clos vol appear in whe peated taint the 
Bodied. AT peri pili ECR Togs WA a eet te orbit Shik Grae 
Prop! appears amis an dhe apory. Veiocan msen prong lex hy 
Reyte cp paced Pathe d Pop or piraircegel bese whe ripe fel 

PPR MELICRSF Aes four onc fields at ine dap fer pie, address, ov 

weil Cle. Wierd Can inscrt ProOmting text ber thtscicens. Start of bine 
rsd ne Gb the fous oer techs, Koy in the dollo wang ciers. 


lL .Name 


ilapicr hh Creaury i arm patna ee 





2 Pro WEW LOSE, Pie bD ADVASCH of PLD EXT. 
\ .Addeess 

4 Pieces SEW LINE, FIR ADVANCE op PE XE 
H. Wlaty 

Gt Poss EW LINE, FIELD ADVASCE oF FOCLE LAI 
1 Tithe 

h, Srtsa SEW TSB ELI ADVARBCT of 1 TREE ERY 


Your dainlay nue looks like this: 


Document: FORMDOC? 


Paar .Title 


Wea were pleased to receive your order. A new catalog is enclosed 
0008.00 for your future orders. Hay we have an opportunity to serve you again 
0009.00 in the very naar future. Your order a6 we received it was: 
bO10. Oo 
0011.00 TTEH NUHBER QUANTITY DESCEIFTION 
0012. 00 : = 
0042. 01 
0012. O2 
O012. 03 
BOg2. 4 
0045. 00 
0074, oo 
0015. 00 
0016. 00 Eincerely, 
O01. 00 





Pipure B-f,  besercieg pon pling veal, 


Youds not néed (Onisert procypiidg tea0 for Cae romainang input finds 
neciusc tach calurrc, has a headiip, 


nn ee eT hing by Rearigple, Working With Peat Managenicnt 


. , 


You kev onformanon ibover tte tep of che promeatiqog inst) [Pvou want 
1 keyounfermausn io the ipurcicids andy, you have ca pein FORM 
mode When you dein PAM mode, the changes (hal you mane |e 
the cocumen! are temoorary. When vou make changes tg the kde 
display at ihe form cecum, sour changes arc permanent. Pros Cra 
Locober amd cut PORM mods Wher vou wish to fill ina for 
Jncutnent, «ob uae FORM snods, and key inlormation over the 

ju ort. 


fovea alisplay oh 





TEAT W: 4 Fore: FORMDOC? Scan: - =—— 

nn i 7? 
tied BEG L NN NGSAntsiaa 

O003,00 .Nema_ CC Catalog Servier Go 

0002.00 . Address “Gugrentecd fat is fection” 

Ono3,00 . City 

ooo4. 00 

0005.00 Bear . Title 

Ooté. OO 


Fegure Hell. Desnley here this on ee pide 


Press C34, and vour dagley retucns to the POT) made Your display 
Pow TR 








TEXT We 1 Document: FORMDOGZ Boat: _ 
Fmt: i «.,fI ne 1 hae bo @ r UPA Per i= 3 pi Gee Ree eo WB giaa raf Betis. em + FP 
doniininkier BEG INNIN 
OOO7, OO. Map Cateiog Service Oy. 
foo? 00 . Address UU “Guaranteed Satiafection" 
0003.00 .Clty 
Aoi. Ga 
bo05.00 Dear .Tlele 
boo8. oo 


Vigies F-12. Uisgley ie ROD) fitale dec ca eis ep pet te foray ecient 
Prose (| again, to poten co FORM rode. 


When wing alarm Joguinent tinier lat propping tex!, remeniber that 
Lhe texts dO prampl and that you type the required wfotmatian aver the 
top of the prone SP you cimer the wfoamation aller che premipt, ch 
Informacion des Kot print because the period remains a! the beginning 
Of thearpul fehl Tex: Manupemert then asgumes that the whole line is 


Chapeer 8 ‘arcane Tar Crise nities nef | 


Specify text definition 


a prompt. Just key over the prompt, starting with the period and press 
FIELD EXIT. Both the prompting period and information disappears. 


Text Management also allows you to specify that only numerical input 
is acceptable in certain fields and which fields you want underscored and 
highlighted. Now add some of these features to FORMDOC. 


for form fields 


Text Management allows you to specify additional features as part of 
your form document with the TEXT DEFINITION prompt. CF14 is 
the Text Definition command key. You use this kcy to define your form 
fields when you are creating a form document. You also use this key to 
call the TEXT DEFINITION prompt. 


FORMDOC2 has a basic format with prompting text inserted, but you 
can highlight, underscore, and specify numerical input using the TEXT 
DEFINITION prompt. Choose option | Create or revise a document on 
the PRIMARY MENU; do not key in a document name. On the 
DOCUMENT LIST, copy FORMDOC from the EXAMPLE file in the 
QGPL library into a new document that you call FORMDOC3. When 
you have FORMDOC3 on your display, position the cursor in the first 
form fieid and press CF14. Your display returns: 
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oe 


TEXT TEXT DEFINITION 


Field Tangth: O28 

Field location Line: O001, 00 (Go Lim, O02 

Value (initial period indicates value Chat will net print): 
- Name 


Under Line ‘highlight 
Underline this field when printing CY Ni: 
Highlight this field when printing (overprint) C¥ by: 
Poa itiitiuing 
Remove extra spaces after field when printing CE My: 
Center field after Keying CY Abbe 
Right adjust and blank Fill field CY WN): 
Right adjust and zero fill field CY Hy: 
Kumnarie Options 
Allow only numeric value (¥ Nj: HW 
Edit field with this Edit Code (4-B, J-4, 7, E, 1-9): 
Replace leading zeros with asterisks L¥ M1; 
Replace leading zeros with flosting currency symbol {¥ N}- 
Provide decimal alignment C1-9)}: 


CFi-Return to Edit Display ENTER-Next Form Field 





Piguee 4-149, TEXT THR FIST PEC oth definolt 4 aloes 


Rereember te postina the curser in the firsr Corn fied hefone ou press 
Cid Yew Management Cuotays socciiie information for thal fial in 

the first tow fines af ine TRA T PEPIN TTIGS pranat, laok clnseby al 
THe 1a part or your gatplay. Texe Maragement deiplavs values a sonic 
felis irom che info mation already proved on (le document, You sec: 





TEXT U TEXT ORFINITION 


— 


Field length: 028 

Fie led location Line: bO01, 00 Coo Lum: ot 

Value (initial period dndicates value that will not print): 
- Nee. 


Figere §-)= 0 Walyes tye the first form fick 


The length of the fiekl is $4 charkeecrers: the field Inc2qien i¢ te O57 Ae, 
coluran 2, god the value sf ihae teldis Nase, “Sare these are all 


Chapter Xo Creating Par Wocuments f° | 4 


aulreutey pou can ipecuy when you ercave the document and imuaert 
Prempling tia: 


Wit ed ee ee pie cieery el diodes. Gaui fo tcl mioré altrsbuies for 
pectic Ciclde es yoni doce Al 


Pighbght the narne cl ite peron you are fending the form dowurert te 
le changing the Sefaull value for Meg avgeie cir cle aie peottivar to ¥ 
har fou Youweasn sec how vie loos by pissang Cki Tourdisplay 
Plume lie ihr py al the ferro aed aR ovary 








TEXT Wil Document: FORMDOCS Scan: 
Funtz 14.1 Ba & Lads ee ee 7. D ves Ger Bisa bie ede \ =e 7a 
gS 
S_—_ ——— ane Semene Es, 
| ooo2, » = __ a “Gumranteed Betis fect lon” 


Higa, RTL Deg hg hited: lime 


When wor key mutha Ged id print ube document the name is 
Higdeliplitesd 


lent Managerint can da nare an Papnbght theapr 1 Safe Ale 
define underinone Cr yau cad de bate Ulapahght and underscore the 
Tare (ele obi Wo 


TEXT TREY oafinition 





Field length: O75 
Field location Line: 5001.00 Colum: 0602 
Value (initial period indicates values that will not print): 


. Nama, 
eres Eada ziaid hen yctensng Tr 
Siuivight this finld chan metntion (évespetnt) {Y W): 7 


Sepere BIE Meghighe eel eedererom the 2 ew fri 


Te highheh: and undeicoces ee are licld, change the Jefaul sale 
fiom * for ody ¥ for Tor You highdehi end underore any fiekl by 
piace ihr PL bee hu tion pase on ihat Fir wi, et ther pr rig 
PP fe tee ation he TENE PR CENT CSS po cntenpe 
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Mate 


a Yrudeline aptians far cach tmidivnduul “ele. Therefore, i you 
are #enp to cTeate columns, apecdy the ateribures belore 
wait Che tics: 


Ifyou are already on the TEST DET IST TO™N prampt, you co nat 
have Le fetern ja the Adie display Tea. poove ta the next form Pelu press 
ENTER Favh time you move te a new form field, the fretd bength, fell 
Jacution, and Meld valre change ia reflect the new form Held. Abia, Lhe 
defulee ape sel ta dlisntay tlie curred) definion for the fet You do 
nin carey information fem one for held definition to the neat You 
eo net heve to change cach forme Geld dust press ENTER agai i2 
move to uke next heid 


Tike next par) af the prompt helps yan oosition the tex! av veur 
document When vou teva name into toe fe init end, vow Wart 
the cen aller the salutation co he nezt io che name, ner Pye se sez 
spacer away. The positionime options allaw you La speedy che location 
ofthe text inthe ferm bet Te posien the comrna nexy to the ttle, 
prese STEER unul the Fedve Jield shows Tite an the TERT 
WEFISTLMOS. prompe. Shove the cursot 16 the podiuoning secuon and 
change the Guplay bo read: 


Poa feton log 
Remove extra spaces after field when printing (¥ wp: ¥ 
Canter field after keying CY ¥y: oN 
Right adjust and blank fill field (¥ Mj: WN 
Right adjust and zare fill field {¥ wii A 


hgere fei7. Removing extra spaces frame field when print 


The gefialt sabes for chi field i for Wei To permeve extzo ipaces, key 
in for 'r4. Yau can remove cxtra spaces Troms hoth quiere anil 
aiphametec tells. 


You can ato center a field once you have keved nthe text Theis aption 
is useful when you are quoung on order number of a tile that you want 
inthe cemer of the docunient Again, key Yoor Tes inthe Cea fil 

afer Revie field Lo center thie texto Lhe form field 


Yau carncalsa specity that fields be-cight adjusted and filled wah enner 


Hlanks ar Farock fust change the default value Soran S lor Wato ¥ for 
Tes. 
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Dect Management gle allovwn vou to Apel y that a fern Celt accept 
Gn ALTER np You coe dele cor addinanal tatures far she 
rumecrc Talbert, df Well Locwre the torn Pald far bream Charge the 
valued thot omy: 


6-4 ~~ be + 
Lt (vue ¥ 


(A-D, J-M, ¥, 2, 1-3) 
(¥ Wh 
(¥ Ny 


(1-9): 





higues BR. TENT REIS I TI peompt apecitenng murrerhe salud derty 


Vou Ct ale chogde scene pasion eplions for your mummers input 
You van ppeoy that hy Aeld be ogat adjusted anu flied with cuher 
Henini Tugaik tHe Vestal vig AUP ar a if fet hd bebe | als hel agli A | 
it “lle Wii leading oetdenks epee, that he poultry be ry he 
adjusted and acre Aled then tpecfy numer valde ody with led 
JE1DEe te placcd Wath atlenehé Too faa alsa tpeesdS an él ede that 
YOU Want te Gee With thet lield Je praduec a dlepluy thal caewe 

ITEM NUMBER 

eat BG 


*ladet 


‘cur TE | pir PPS des pune sdrcruk s 
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a 





Positioning 

Remove extra spaces after field when printing 4 

EE aioe duet , 
t adjust ‘blank fill fiel 

adjust and zero fill field 











Figure B 1 TERE DEFECTS prompt tacreplace leading zerara wirh asterisks 


The TEXT DETINITION mranint alkiws vou te combine severa! 
features, drat lets you define just one attribute. Wau can aiso ayge your 
figures using the decimal paint, teplace kading veroes with a Roary 
clirrency svmbol, or combine any, al there features 


The TEXT DEFINI TIORS prompl, then, aliqwe you co tailor the form 
WecuMment fa vaur requirements, Yau can setace polished, praleessonna! 
form dacuments quickly and easily by changing the appropeate lines of 
the promo Jrom S for Sow ¥ for Yes ‘You cam cam from the VEX 
DEFIMLIIN prompt al any point by pressing C02. |v takes vou we 
the bait display of the document, 


Deleting a form field 


To cancel, or delete: a form Bell key in d aumechately before the feck. 
and press 7 fA. 


Updating the farm document 
Now tou have keved ane the basse Gutline of Sour fur document, You 
line pest OP] co tpdate and save this document Yorn diipuay 
returns the EMT PT PROM EGLE prompe. (Cheek that the salary en your 
display match the anes in Pigure &-20. [they difler, key ir the values 
fromm thas Lest: 
| W for Wer Exit baie) 


2 OV for Yer i lpdate document aiamed below) 


Phapier av COAL R Foon Pracurmrems the : t 







Exit Editor - Re 


3, ® foro (i reate dacurent named below} > 
a. N for so (Print document without larmacting) 


Your display shows: 


EXIT FROM EDIT 


turn to Primary Henw (¥ NM): 


Update document named below (¥ Ne 


Oreate document 
Print document w 


Document name: 
File containin 


named below (¥ N): 
ithout formatting LY Hie 


FORMNOCS__ 
& document: EXAHPLE__ 


Library containing file: QGPL, 


Description: 
Roasequence docum 
-_— or = 


Resequence docum 


Saye temporary d 





A sample letter for my EXAMPLE fila 


ent by line number (¥ Ny: N 


ant by calculating page/ line CY No: 


fetionary with document (Y¥ Ni: we 


biguee HRA Ciampleaed bo PR BID prrompe 


—== 


Press ENTER to complete the updating ol vour form document. Ths 
returns you to uke PRIMARY MEL 


You tow have a basm [oom document Ww ouse Yuu canomake mie 
MP Ces TOO On ki Can Use as @ fon document and pent 
opus oft You have created input fields, now you can ute your 
JPL ARYASED and (ILL BASRA ACE ta amove betwterm fields 
Lext Wanagzeme\ent allows vou to add extra tovehes bo your forms io give 
them a polisned look, and also allows vou to toserc iformaucn to make 
the Jowument easter to rut ia. Use CRT a CPS te automaticaly wirnlow 
LUtside POU! screen 


He : ki Lrarnirg bry heample: Veorking With lego “Wanagemsnr 


@ Creating a Source Document 


You may use a source document to store information as you would store 
it in a data base file. You may then copy the information from this 
document into other text documents. A source document contains 
information in the form of a pattern. You use a source document to 
add information to other documents. The name of the field must begin 
with a period followed by an ampcersand plus the ficld name—for 
example, .&ficld. The field name must match the name of the field jn 
the data base member from which you want to copy the information. 


Before you create a source document, decide what field names you need, 
based on the information that you consider important and the maximum 
length of cach field (information for two adjacent fields must not 
overlap). 


When vou create a source document, you must have an existing file. 
The document SOURCE in the FXAMPLE file of the OGPL library is 
an exaimpse of a source document. 


For this example, create a copy of the docurnent SOURCE in the 
EXAMPLE file of QGPL, and call it SOURCE2. 


Cc 1, On the Edit display of your document, kev in the field names. Use 
the command .& followed by the field name (for example, 
NAME). You do not need to key in field names if you are 
working with SOURCE2. 


rc ‘Note 


¢ Key in the information lor cach ficld immediately underneath 
the field name. For this example, insert two lines after linc 
0002.00, and add your name, address, and other required 
information at the top of the list. Make sure your entries 
match the pattern of the other entries in the list. 


















TEXT Wl Document: SOURCE2 . Scan: , 
PRC RSET wont 1 ce oon Zecve ern S vee CSR. Tee nS ee eelO Siren um roa 
0001.00 .&SEL .&NAME « SADDRESS . &CITY .&STATE .&DEPT 
0002. 00 . &TITLE » &JOBCODE 
0003.00 X FG Brady 134 Main Street Rochester MN 103 
c Figure 8-21. Tnfarnyation in the source document SOURCE2 
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2. Add items to the list, making sure that the first character of cach D 
item is in the same column as the period of the field name. For 
example, add your name and address to the document as the first 
name in the list (use | for Insert to provide lines). Insert a line, and 
then add your name and address at the top of the list already in the 
document, 


3. When you do not want Lo add any more items, press CF1. Text 
Management displays the EXIT FROM EDIT display. 


4, Press ENTER. Text Management saves the changes and displays 
the PRIMARY MENU. 


You now have a source document containing information that you may 
copy into other documents. For instance, you could use a source 
document to contain a mailing ist. The document MULTICOPY uses 
.&TUTLE. This calls the information from the source document and 
prints the information from the corresponding field. 
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Create your own copy of MULTICOPY on the DOCUMENT LIST and 
display it in printed format on split display. Use CFS on the Edit 
display of your version of MULTICOPY. Choose option 5 to display 
the Edit display of MULTICOPY at the top of the display and the fields 
from SOURCE? on the bottom. Press ENTER. On the FIELD 
SELECTION/ORDERING display, key in a number beside the fields 
you want to display, in the order you want them displayed. For this 
example, key 1 beside NAME, 2 beside ADDRESS, and 3 beside CITY. 
Press ENTER. You can change the layout of the fields on the FIELD 
SPACING display, or use the spacing provided. (For this example, use 
the spacing Text Management has supplied.) Press ENTER. You can 
use the RECORD SELECTION TEST display to choose records that 
meet the conditions you specify on this display. For this exampie, do 
not set any conditions. Press ENTER to return to the document with 
the records displayed on the bottom half of the display. You can now 
see your name and address included in the list. 
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Summary D> 


When you have completed the examples in this chapter, you should have 
learned how to: 


e Create a form document. 

e Build columns of input fields. 

¢ Insert prompting text. 

¢ Specify text definition for form fields. 
* Update the form document. 


e Create a source document. 
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Chapter 9. Using Text Functions 


This chapter explains different functions you can use in Text 
Management from the PRIMARY MENL. You will learn how to: 


e Browse a text document. 

e Browse a document on split display. 
® Delete a text document. 

¢ Print a text document. 

e = Fillin a form document. 


For the examples in this chapter, use option 8 to create a document on 
the DOCUMENT LIST in the EXAMPLE file of the QGPL library. 


Browsing a Text Document 


You can look at a text document on the BROWSE display, but you 
cannot make any changes to it. If the document that you are browsing 
is larger than your dispiay, you can use window commands to move the 
display to the left or right. You can scan for character strings on the 
BROWSE display by keying the scan string into the Scan field. If the 
scan string contains a leading or trailing blank, enclose the string in 
single quotes. Use CF7 to scan forward and CJ*8 to scan backward. To 
browse a text document: 


1. On the PRIMARY MENU menu, key 2 in the Option field. 


2. Key in the document, file, and library names of the document that 
you want to browse. For this example, use the document STDLET 
from the file EXAMPLE contained in the QGPL library. Your 
display shows: 


TEXT PH LY MEANT 


Select ofa of the following: 
L. Greate of revise 4 document 
“, Erowee @ document 
3. Print & document 
4. Fall in « form document 


Option: 2 


Nema of the document when stered;: 
Bocoment {blank for a list of documents): 


File (blank for a Itat of files}: 
Library: 


Within Text Hanagement: 
Frets HELP key to display help text, 
Prese OF] key Eo exit, 
Press CF2 key tc back up to the pravious display in @ serias. 


CFé-Display massages 


Rigeee G1, Oheensirg te liewae SEELEY 


4. Press ENTER Tex Managerment displays the STOLET tlocument 
aH the AROWST display 


On the BROWS) dianlay, you can carn the lime cunvere cao off wine 
Cid You car aso pnt the do ument trom this dieplas oy pressing 
Cres. 


Displaying Printed Format on Split Display 


You can dianlay the punted format a! your document ona apeit display 
The tap Wall af your scree digplags the document that you are ediunp: 
the battom ball shows the printed form af the document. You car see 
the page breaks, the wiargins, and varigus ather featores of the printed 

thacurrie nt 


L.ogk for features that you Want lo change on the print citplay ar the 
hattam, oe prmtéd farimal, part ol whe display. Then you can change ihe 
top, of Edit, hall af ihe display You can change printed forma: leacures 
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J 


he an the ie display, Sutun order co see how those features aflece the 
printed format ol the decument you mivst returt to the SERVICES 
MENL and choose co tedisplay rhe printed formar of the documen: 


Choose aptian | on the PRIMARY MEW, and use dhe PRTCTI, 
document fan tle EXAMPLE file im the QGPL library in pometeil 
firma 


1. Fromothe Edit display of she documem, press ba ic daaplav the 
SERVICES MENL 


e Kee 2on the Ongar fick! 


TEXT BERVICES MENU 


Select one of the following: 
1. Display; change scan/substitute options 
2. Display current document in printed format on split display 
3. Display another document on split display 
. Copy another document to edit display 
. Display fields from data base member on split display 


» Gopy fields from dats base member to adit display 
Cc . Displey/change list of data files that contro!) printing 
f . Display/change print options 
. Display/change dictionary search List 
Option: 2 


Decument,member: PRTCTL__ Flie: EXAHFLE Library: 6FL, 


CFé-Display messages 





Piguie 9-3. Clawdung to dieptoy the pointed fiecmat af a document 


1 Press ENTER. boue cosplay show 


Chatter | Uesig Vest Paco  “F, 


= 































Fuge 


Sed 





Wi ll Doriinent: PRET 


Fet:  betiee- 220 2 nen Zosta ws Bars Goi Bes oF yeas ele) Beal eae Ol 


Jado EBEG INNING 


O01 00 ,ak & 


2002, 00 S/48 Text Hanagemant 

0003, 00 How to Use Print Contre] Commands When Creating Documents 
CO04, 06 . data 

0005.00 . te 

C006. 00 .h1 latroduction 

OG07. 00 This sample document shows you bow print control commands can be 
COOB-. O00 used in document creation. The sample document shew 4 doctment 


ON9.00 containing print contec!] commands. Compare this to the printed form, 


Se ee ee 


Browse WwW: 1l__ Page: 1_. Udine §__ ican: 


weer BEG TNE Ne onic 


5/38 Text Management 
How to Use Print Conteol commands When Creating Documenca 


12/12/85 
CONTENTS 
1.1 Introduction. . i me WR ad 16g er 
i.2 Parts of a Tecument: ‘ “je =5 te ek Gf im cas 


1.2.1 The Automatic Table of Contents ‘ 
1.2.2 Hajor Chapter Headifiges . 


Kua Led ak Pd 


ip WA Phisplawing preaied fermat afihe [RET doewme ni 


4. Tostion the-curser an the halal the display you wan) to work, with, 
Lise the ROLLE. keys in display uo ferent parts al the docunent. Wo 
tan alse scan dor wards on enher hall of the citplay. Kev ine scar 
string inte the Sever field an che part ol the display vou want 1 
scan 


4. To update che algcument, press CFL to po toyhe EXIT FROM 
EAT dispay, 


&. Ta return to the PRIM ARW MPS, prog EN TLR 


Because |cxt, Management wiei a character 1o highheht and underanc 
teal, soine uf the texi may be blanked wut un the Eel display. When 
vou browse the docurient im granted format, Text Mandgerent shaw 
rouall the text, hit Miehlghted end anderlined words will appear as 
plain wears. 


Leary ty Caaiple. Working Wau Teal Ml adagearierit 


: Deleting a Text Document 


Before starting tis cxainple, crear a document on tae DHOCUMESNT 
CST display; then fallow these steak to dedete hh. Teat Management 
dllows vou Co dele a deet ducument “ram a file iP you kaye che 
autnonganon to do 4o You nisl be on vie JOCUAES T LIST to 
defcie a teat decument froma file To delete a text document: 


| feeave the Gare field Alok 
2 Leave the Porwrey! fend Bark 
3% Rey io the Sle maine 


4, Reyonshe trary pume, Douralisnuay shows: 


TEXT PHINARY Sane 


Select ona of the following: 
1. Oreste or revise 6 document 
2. Eerowse « document 
3, Print 8 document 
<. 4 Fill in a form document 


Opt ion: 


Name of the document when stored: 
Document (blank for a Iiet of decumenca); 
File (blank for s list of files’: 
Library: 


Within Text. Hanagement: 
Frass HELP key to display help text, 
Press CFl key to exit. 
Prass CF2 key to back up to the pravious display in 4 series. 


CFé-Display massages 








I egaire Ba. PROIWEARY MES 1 [sore Fioite Pub rel bee hla vhf 


5 Tress ENTER Your display now shows the DOC MENT LIST far 
wae BAAMEPLD Ebcin the GPL whan 





—i amen“ —— 


See # Westy Tit rena 9-4 


TEST DOOUEN: LST 

Fila: EXAMPLE Library: OGPL 

Belect document from list balow: 

Search deseription: 

Search from created date: 000000 To éreated date: O2/22 (84 
Locate document name beginning with: 


DOCUMENT DESCHIFTLON CHEATED 
COLLTAaT Simple daca base columm lst 02/22/84 
SOLLIST2 Simple data base column list O2/ a2 oh 
DECOPY Dotument te copy data in direcely f2/22/54 
RAVE LOPE Envelope example O2/22 54 
FORHDOC Document with form fields, highlight, onderline H2/22/ 84 
LETHCCL Letter with multicopy and column List. Oa a2 64 
LINECOH General letter with data for line commands OB sTE a4 
AULTICOPY  Hultiple copy document from data base OD /22/ 54 
PRTCTL Docoment with print control commands____ = 02/22/84 
EOURCE Decumeant containing Print Control File data Oa 22/84 
&PELLER Lecter with misspelled yords. = Ga /22 a4 
ETDLET Standard letterc ———— _ 02/22/85 


L=Sealect document 9-Remeye documant CFilé6é-FPreint Liat 





Figure 2-8. DEOL VTENT PEST 


hb. Kev Fan the Golo eld betde the docoment vouwant to decte 
{ren the {ie 
i ‘TEXT OOGUMENT LIST 
File: EXAMPLE Library: OGEL 


Select document from List below: 

Search description: 

Search from created data: 00/00/00 To created data: O2 22/84 
Locate document name beginning with: 


27> 486CHENT (ESCH IFTION CHER TIL 
sce COLLIST Simple data base colunmm jist, o2f22/ 84 
4 COLLISTY Eimple data base column list O2/23/ 84 
" DBCOFE Document to copy data in directly. O2/22/84 


a ENVELOPE Envelope example, _ O2 22 84 


Figare O48 eC hystaarpr fe delete COMDUST2 fran the FX ASP F file 
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7, Press ENTER. Text Management displays a message at the bottom 
of your display telling you to press ENTER again to delete the 
document with 9 beside it. If you decide you do not want to delete 
the document after all, key a blank over the 9 to cancel the deletion. 


8. Press ENTER again, and Text Management deletes the document. 


To return to the PRIMARY MENU, press CF2. To return to the 
PRIMARY MENU without deleting the document, press CFI. 


Note 
* You can also use CF2 to process the display, delete the | 


document from the file, and return to the PRIMARY MENU, 





Deleting a File from a Library 


Deleting a file from a library is similar to deleting a text document from 
a file. 


J. On the PRIMARY MENU, leave the File field blank to see a list of 
files contained in the library. Key in the library name. 


2. Press ENTER, and Text Management displays a list of files 
contained in the library. 


3. Key 9 beside the file or files that you want to delete, and press 
ENTER. Do NOT delete the EXAMPLE file from the QGPL 
library. 


4. Text Management asks you to press ENTER again to confirm the 
deletion. You can cancel the request by keying a blank over the 9 
and pressing ENTER. 


5. Press CF2 to process the display and return to the PRIMARY 
MENU, or CF] to return to the PRIMARY MENU without 
deleting the file. 


Note 





¢ You can also use CF 2 to process the display, delete the file 


from the library, and return to the PRIMARY MENU. 
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Printing a Text Document 


You may print text documents from the Edit display of the document 
that you are working on. For more information on printing your 
documents, sce Chapter 10, “Printing Text Documents” on page 10-1. 


You can browse or change a document's print options from the Edit 
display of the document that you want to print. Press CFS to display 
the SERVICES MENU. Key 8 in the Option field and press ENTER. 
Text Management now displays the PRINT OPTIONS menu. You can 
make changes here if you want, or you can leave the values that appear 
in the different fields and print the document using those values. Press 
ENTER. Text Management returns to the Edit display of the document 
that you want to print. 


On the Edit display of the document you want to print, press CF15, 
Text Management locks your keyboard while it prints the document. 


You may also print a document from the PRIMARY MENU. Key 3 in 
the Option field, and the document, file, and brary names in the 
corresponding fields. Then, press ENTER. Text Management now 
displays the PRINT MODE MENU. 


If you chose to see or change the print options by selecting *TEMP or 
*PERM on the PRINT MODE MENU, Text Management displays the 
PRINT OPTIONS menu. Again, you may make changes you want or 
use the default valucs already in place. Press ENTER. Text 
Management prints the document for you. 


Filling in a Form Document 


FORMDOC2 is a form document in the EXAMPLE file of the QGPL 
ibrary that you created in an earlicr example. (If you did not create 
FORMDOC2 tn the earlier cxample or have deleted it, create it now by 
copying FORMDOC from the EXAMPLE file of the QGPL library on 
the DOCUMENT LIST using option 8.) Now you arc going to fillina 
copy of FORMIDOC2. Make sure that you are on the PRIMARY 
MENU. Choose option 4: Fill in a form document. Key in the correct 
document name: the document name is FORMDOC2, the file is 
EXAMPLE, and the library is QGPL. Your display shows: 
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TEXT PRIMARY MEN 


Salect one of the following: 
1. Create or revise a document 
2. Brown a document 
3. Print a document 
4, Fill in « fore document 


Opt ion: 4 


Name of the document when stored: 
Document (blank for @ list of documents): 
Fille (blank fer a list of Files): 
Library: 


Within Text Hanagemant: 
Press HELP kay to display help taxt. 
Prass CFl key ta exit. 
Press CFi key ta back up to the previous display in a@ sarias. 


CFé-Display massages 





Vigure 9-7, (ohowsong to Flin POOP acct 


Piest RE NUER cud PER MTOR) apacart on the display ready fine vay 
te ramplite 
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Fmt: 1 


0061.00. 
go02. 00 
0003.00 
d004, 00 
0005. 00 
0006. O0 
o007 |, 
H008. oo 
o009, 00 
GOL, 00 
0011. oO 
0012, 00 
HO0S, oo 
0014, 00 
BOL. Oo 
oO16, OO 
0017, 00 
O018. 00 
OO19. OO 
0020, of 





Figure 9-4. 


Te Mare oc Biaceraivecne kia ne-vcear Beene Bere tieere aoe Boxe con & 





Ts 


Name Catalog Sarvice Co. 
«Address “Guaranteed Satisfaceion” 
City 


Dear . Title 
We were pleased to receive your order. <A new catalog ls ancloged 
for your future orders. Hay we have an opportunity to serve you again 


in the vary near future. Your ofdear sg woh received if tras: 


TTEH NUMBER QUANTITY DESCRIPTION Cost 








TI 
nal 
I 





Tetal a 


o 


E 


Sincerely, 


FOR AIOCIED oppeors wh denploy 


Sole the prampung textin the Keli and the iaput tines Adbyou have 
tata Allin the infarmatinn in fae fate fields. Renee, yor ist 
key over the leading perdil of the promot, ot the information you enter 
oes net pink Ta move ram ome form fell to the cext, you can itge 
the field rmaverment keys instead ol the curser mavement keys. Wher 
the Soer field 16 tlank, you can also use (PT po scan lorward and CVE 
to scan backward for aform ficld. When vou complece a liekd or press 
SEW LDSE, the cursor moves automatically to the firs. dorm field on 
the luse. Te eld movement keys allow vou to skipea fie) sy to peter 
toa held. Once vou hase velined form felis ia decumert, you cast 
war the ficld movement koyé much as youde @ lypreaniters tab key 
(exeepl that tou have the open of a reverse movernent®. 


Someumes a document has nore fickds taap are on the display, ar a field 

ty Wolappear completchy an the idimplay You cannot key inl crimation 

ito a field that bs only purtially displeved In these cases, vou waned 

ne PIPL ADYARCE or FIR RACK SPACE io move fo those 

ratm helds until you have them cempletely on the display “Yea can 

dhiplay thermian three wavs. You can use CFT to wean for dhe neat lorn: > 


———— — — — 
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Q00L 
Oog2 
0003 
ogo4 
O05 
ootG 
| ooo? 


. OO 
. 06 
» 00 
. 00 
. Oo 
- 90 


5 
a 


Feld C7 wil window the aapias to shew whe mexe form elds on the 
display Before wing CPT is scar for form fields, mane sure that ihe 
Seo Pell at the tan of ihe dhaolay is cnmory; ovhervise, Tene 
Wardagement scaue forthe contents ofthe Sere Meld rather than for the 
mest form Rel You carn use the RQDD keys Co ove tie document 
Latb the fitid’ appear un the catplay, us bau can ube the wnidow 
commaml cn Le toyence retnber field To use tre window conmunand 


| Posen the cursor an the [tines pos tied of tlie sequence niher 
fieit Note hat ine original vatue fer WY atthe too oof the display is 
l. 


bo 


Kevin the wirdlew line command Wand the sumber of ine column 
Thal Wouowant to display tn the felt margin, Pollgwed ‘by a gpace. 
Revo: MIO co dispuay column io onthe window, Your dispiay 
hows 


a= Lie eee Gives ave 
Catalog Service Co, 
. Address "Guaranteed Satisfaction” 
- City 


Dear . Tit be, 


We were pleased Eo receive your otder, <A few catalog is enclosed 


0004.00 for your future orders. Hay we have an opportunity to serve you egain 
O009. 00 fn tha very negr future. Your ordar as we received if was: 


O10 
0011 


» OO 
00 


OO17. 00 


| 0013 
) O14 
OLS 
bo16 
BOL? 
O18 
BO19 
O20 


Figure 


. 00 
ot 
- 90 
mel) 
- OG 
00 
- 00 
- OO 





9-1, 


ITEM NUMBER QUANTITY DESCRIPTION 


Sincerely, 


Wein Vie ita a the POP R TLCS shoe 


1 Tress EATER, and the dismay mayves 20 4paczy io dhe let Note 
Lab tie W value at the top ol your disriay changes to We he 
colin in the Wisdow. Sour didplay shows 


Chagier-. re rol Tipnchinins | | 


Form FORMDOGZ 


G01. 00 Catalog Service Co. 
ooo2. 00 “Guaranteed Satisfaction” 
boO3,. a0 

Hoe. OO 

BOOS, 00 

ROOe. 30 

BOOT. | & pleased ta ceceive your order. <A new catalog is anolosed 
6008.00 future ordera, May We have an opportunity to serve you again 
0009.00 ry near future, Your order as we received it was: 

bo1d, o9 

0011.00 M NUMBER QUANTTTY DESCRIPTION COST 
0012. 00 

OO13, 00 

oo14, 00 

Ho15, oo 

0016. oo 

o017. 00 

OO LB. OO 

Oo19. O0 Sincerely, 

O20, Ob 





Figur: lO, FPORRAGOOIT display winded lef 6 spaces 


4. Te rétorn te the left edge of the document; Key in the window ume 
ecu Wo anid press STR R. 


Filling on the Porm document i eaay. Move to the first Geld and kevin 
the infomation ever the prompr (Remember, your mfennation cannot 
exceed the Jenprh ol the form fick! Shown on the display > in 
PORMISRCD. ey an Lie Same Ales. Pawrence Smith: 
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“TEXT Wil Fors: FORMDOC2 Sean: 











TEE 1 <.. | San aks ne | eee BS aei- Goeth es cae 3S ee oe & pa OB OP 
0003. 2.00.) Mrs. “Lawrence Smith Catalog Service Co. 
0002.00 . Ad "Guaranteed Satisfaction” 
poet City <== = 

0004, aa” ' 
“oie lel Dear eh == = : haa 


qj 


0007 Ss We Were plaased to receive your ordar. A new catalog dis taprtasea 


Figure REL. 2 lpg othe fers form fe bd 


“Sow key in the Acedres+: 449 San “arco, Aoad, the City, Evanston, 
Tiling; and rhe Tous, Mrs, Sanith. Veur disptay sliawe 





TEXT Wil Form: FORMDOC2 eS ttt" 

Pete ol cD ea Vis. dk, Daas eRe See Giaiicis wae Eoin wes Sitia cen TP 
trident BEG ENN NG 2 ini 

0001.00 Mrs. Lawrence Smith Catelog farvica Co. 

0002.00 3949 Sam Marcos Road “Guaranteed fatisfaction” 

0003.00 Evansten, [ilinsis_ 

0004, 00 

0005.00 Dear Hre. Smith 

0006. 06 

oog7 | We were pleased Eo receive your order. A mew catalog is enclosed 


begaee Hebd, abbey pn iB avtlpeas pe) tithe Tazlits 
Remember thit the title Siac remewes the blank apices belween rhe inpul 
and (he corti wees You prot thet dicumwenit, You canniet sec the 


comma dlinougn Text Munapenieint wel teoogrezes thar i is Uiere. 


Teer fillbarm ahe eetiocader wl the Persie 


Chaser D Ls ng Teal Furcusas |] 3 


0008.00 fer your future orders. Hay we have an opportunity to serve you again ~ 
0009.00 in the very near future. Your order as wa racedived it was: 
010,00 

OO11, 00 ITEM NUMBER QUANTITY DESCRIPTION 

oo12, 00 
oo13. OO 
0014, 00 
H015, 0 
0016. 00 





ITT 
Md 


Hol?. oo Total 
0018, i 

OO1L9. OF Sincerely, 

0020. 00 





Figare G-14. 0 bem fields remoining 
[he item field aceemis numeric mput onty 


When the form i comoalete. presse P 1S bo prime the ducument, Your 

dhspluy does not change, hut a message appears. telling vou that the pen: 

TRaAGMpele Vhe proted ducument does nol show tlie form field 

undesiines wiless the Undéeriues are part of the Text Wefinivisn f 
specilic alias, w 


Trex fram the document, press FL. Your cisplay returns io the 
PATE PROM EDIT display: 


Geld fearing by Eaample Working Win Teat Management 


C4/7 FROM EDIT 


Exit Editor - Return to Primary Menu C¥ NN): 
Edit another new form CY Mo: 
Create décument named below {¥ N): 
Peint document without formatting fF Me 


Doctiment mame: PORMDOG2__ 
File containing document: EXAMPLE 
Library containing fils: QGP L, 


Description: Document with form fields, highlight, undecline__ 
Resequence document by |ine number {¥ Ni: WN 


oo er _ 
Resequence document by calculating page/ lina {¥% Ni: WH 


Save temporary dictionary with document t¥ Nh: N 





Viguee Ftd, ENE) PROD SDT preamp! pening fll fone econ 


“inte taat che EXE PRGA CAT prompt has an ontion that allows 
vou to Tin auather dacument wikaul seaving the Editor. The dispiay 
Mas cortacn default vatucs thal Yau can charge according to tour rteds 


Test Management atcunes that you to nat want io cx fran the edior, 
did diaplays iy for Sp oinothe Fora Eedivor Teidi Test Management alsa 
Jesuits Cade You Mant to hb an another fare decument, and cmbers lie 
wale ¥ far Yes ce fae aadther ee foe field i you want i Till in 
inocther document. press bX TERA, Anew copy cl the skeleton form 
dnocimeit appears on the wcreep [nr you fo complese ant prim 


Pahl repearr tnege afec8 Unit) vou do Aet Want lo od el any rigee “are 
When vou awwant (2 shen, fthaiige the ATP FROME FOOT orompt to read 
Vitor Yes in die fay Eater (eld, and N for oon the Eotravether neu 
fare yield. Wor lisrlay slows, 


CThaper 4 Lavi Tew: b aicdearye 215 


=k, 


EXIT Fea ii 


Exit Editer ~- Return to Primary Hene CY Wp: 
Edit g@notherc new form (¥ Mi: 
Create document named below CY Ws 
Print document without formatting (¥ 4}: 


Document mame: FORNDOC2__ 
File containing docoment: EXAMPLE__ 
Library sontelning file: QGFL, : 


Description: hocumant with form Fields, highlight, underline _ 


Resequence document by line number {¥ Wi: WN 


_—= BE mm 


Resequence document by caloulating page/ bine t{¥ Si: W 


Save temporary dictionary with document {¥ RW): W 





bepore YTS. Legerig dhe: LAD) PRO) LIE) orninpl 


Prema (NER Sour daiplav escurns ve URES ARY MEST wre yeu 
cu) cnegse bu owark tn amalher area of Text Mapagemen. 


Sel Peaening hy fxarpic: Wiking beik beat Maadgerverit 


Cc Summary 


When you have completed the examples in this chapter, you should have 
learned how to: 


© Browse a text document. 

¢ Browse a document on split display. 
® Delete a text document. 

e Print a text document. 


® Fillin a form document. 
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Chapter 10. Printing Text Documents 


Printing from the 


You can print your document in three ways. You can use: 
e Option 3 on the PRIMARY MENU or the DOCUMENT LIST. 
e CFIS5 on the Edit display of the document. 


e The EX]T FROM EDIT display. Text Management prints the 
document on the system printer exactly as it appears on your display 
without using print options stored with the document or resolving 
print control commands. 


You can browse and change the print options for the document and 
then print it. Or, you can print the document without browsing the 
print options. When you choose not to browse the print options, Text 
Management uses either the default print options to print the document 
or the print options stored with the document. 


Before you start printing, see your System/38 administrator to find out 
which printer to use, The administrator can also tell you which printer 
file and library you should use to print your documents, 

Again, create your own document with which to practice on the 


DOCUMENT LIST, and cajl it STDLET2, Remember to delete it from 
the EXAMPLE file when you finish practicing. 


PRIMARY MENU 


Use the document that you created on the DOCUMENT LIST for this 
example. The file name is EXAMPLE, and the library is QGPL. 


I. On the PRIMARY MENU, key 3 in the Option field. 


2. Key the document, file, and library names in the corresponding 
fields. Your display shows: 


TEXT PRIMARY MENU 


Belect one of the following: 
1. Create or revise a document 
2. Hrowse os document 
3, Print a document 
4. Fill in « form document 


Option: 3 


Name of the document when stored: 
Document (blank for a list of documents): 


File (blank for a list of Files): 
Library: 


Within Text Management: 


Press HELP key to display help text. 
Press CF1 key to exit. 


Press CF2 key to back up to the previous disp: 


CFé-Display massages 





Faure ite. Ohana in pont STOLE Tin the EXASEPLE file of (LPL 


% Pres ENTRAR Veat Management new diuplays the PRINT MOMS 
MES. 


4 Kev lin the feracuve fichl {If veda want Text Management tn 
print Wie Gecument ata later ume asa baich onnting yok, key on 
option 2 Lhe advantage 2a using ention 21s thal yau can carry an 
WHA OU Regs task withous waiting Unul the document ariat -< 
comple. | 


§. Key *TEMBP incne Geyplovehenge print options fehl Yar display 
shiaw's: 
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TEXT PuINT POE pe 
Document:  STILET? File: EXAMPLE Library: 


Select document print mode: 
1. Interactive 
2. Batch 


Option: 1 


Display/change print options (*NO *TEMP *PERN): 





Migite G05 Comper PRES T VERS 1: tne SOM RTS 


6& Tress DSTLR Text Maragement acw displays [he PRIST 
OPTIONS mca 


sev ¥ for Yosuke Praag device ontionk fF OW fetid. Woyou 
HO Wat wanl To sce ink gevee oplinns, key in for Wb 


BON gy OP Une printer Gal you want lo asec the Praver devre ippe 
iecld 


2 Key in die name ofthe porter Ole, or leave the Preiser file ware Feld 
Itanik Coste. d ketal crane: bles Sour display shoves: 


YL a 


theres 1D Prroeg Lest Uocuecets [0 3 





Faure Wed. Completed Tisplayentor PRES OP TEONS arena for S TLELE D2 


I) Press ENTER. Text Management now displays the print aptions for 
the device yau specified in whe Printer device tee (ell. 


Printing on the System Printer 


lv you specthicd tS VSP Rw che Feontee dewre tyoe teld on the PRINT 
OPTIONS display, Test Management chsplays the SYSTEM PRINTER 
OPTIONS display Whe you choose to ponton the PAPT FROM 
EDIT cheplay, Text Management crits the dacunien) on the system 
printer. This section shows vou how tq print the document using the 
pronto options lor your syatem printer. You can change any iisds on the 
display, oT you can wie the default print optiens. Your dispoay shows: 
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First print Lines 

Last print Line: : 
Length of printer fo | (Lines)! 
Line spacing (1 2 3) .” 
Forms type d 


Additional feft-marg 
Characters per t 


Qutpuc file o 
Cutpult quetie: 
Library 


qj 





Figare (0-4. SVE TEST PMISTER OPTIONS displas 


Vou may Change ano! the felis that vou want lo on thie diplay, oF 
you can det the system pointer promt the document wsirg all the default 
prime options. 


Preas DNTER. and Text Mtanagsment prints the document for you while 
displaying the mi¢ssage Oocumens oretis progres. When lext 
Winagement corupletes Lhe primi, ib -etures (he PRIMARY MEWL. 


Printing on the 5219 


if you specused "529 on che Pruier device tpee Hela on the PREST 
OPTIONS display, fext Management displave ane 321 FRISTER 
OPTHOSS prompt Tlie example shaws you how Lo pry vour 
Hocumenl Wing he pent apans for the PRM 3219 punter Yau can 
change any Cicids Go the dispiay, mm you can use the default print 
OOELans. 


Eaten In. Punting lexi Gacumenis LO-4 


~§ 
Document: STULETZ 
Enter Eeipocary changes? 


Print. font: 
First print ‘line: 
last print line: 
Langth of printer form (lines): 
Lines per inch (4 6 4): 
Line spacing C1 23): 
Forms type: _ 
Additional left-margin spice: 
‘Conserve ribbon (¥ N): 
Paper supply selection: 
1 = Primary drawer 
Alternate drawer 
Alternate drawer for first page of each copy 
~ Alternate draver for firet page of the job 
= Continuous forms fead 
= Alternate drawer for envelopes 
ootnae fie nar - 
Qutpu © queue: | 
Library: 


Vigore Pia. ALTE TRISTE OPT OSS disptoy tor SPEED 


Press NTE RK. Ul vou speciied Opodn ] on the PRIS T MOE 
MEWL, lest Management prints tie docuaient (ince prisced, you 
return do che disniay from which vou issued the convnand | you chose 
La print the cacument in batch, leat Manavemese stores the prong 
options With the ducuntent, 


Printing on the 6670 Information Distrilutor 


Tyo specified “O650 py the Preven deaee tepe eld arn the PRINT 
OPTIONS prompt, Text Management ditplaya rhe aoc 
ISFORMATION DISTRIOLN TOR GPLIDOSS prompt This section 
shows you how ta pont your document using the print opnans for whe 
JBM 66'0 Information Distro There ate twa paris to the Gb0n) 
INFORMATION DIS) RIBL TOK OPTIONS digplas.. Compeste the 
first display, and then press ROLL CP to display the secon part Yue 
cat) Change any Gelds ou tie display, up you can use the cefault pract 
apn ors 
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oF) 


Input keybo 





First print 1i 


Last print 

‘Lines per 

Line haere f 

Additional 1 r 
a] 


Figure $0. SPI BY 2's theft 6674 (NEGRI A THON SIS THEE TON OPTIONS display, Han | 


You can secaly ue te flout diflerent fous to use on the 46470 
Infornmawan Usinbuter Fonts are stored an System, 33, and you can 
bend, ar downing, op be two Ponta to poe 6nd Infmation Daarinatios 
dhe una. Text Wanagernent copies the font nforinalien fron 
Systeméah ce the 667) TNPORMATICN Diairiburer For more 
Informaiion abou ye fans yew can use, wee MRAP Ape! 6 
OFFICE G8 —Text Management User's Guide ane Reference Wurtual 


Chapter 1) Crinung Pear (ocuments Qe? 





Tepe RT, STOLE TI a defn iid (NE ORM ATES PIS TRIL TOR OP TOSS acrecn, Moet 1h 


Preas PNUER  [fyau specified Option J en the PRONE MODY 
WON, Peat Miamagement prints the document Gnec printed, vou 
return ta the diiplay fron which you issued the command 


Printing on the Displaywriter 


'f you specified "G580 in the Premcr vewee type fieid on the PRINT 
OPTIONS dieniay, fext Wanagemenr dieplays the DIAPLATWRITER 
OMTIONS preamp Ths seenon shows you haw to print your document 
Wang the print aptions for the [HM jisplayweruer (6580). You can 
change any fields on the display, or vou can use Vie default print 
opting. 


DISPLATWRTER OFDM 
File; EXAMPLE 


Uae Text Management supplied OCL (¥ N): 


Print font: 
First print line: 
Last print lina: 
Lines per inch (5,36 8): 
Line spacing (1 2 3): 
Additional left-margin apace: 
Paper supply selection: 
1 = Primary 
2 — Alternate 
(3 - Alternate drawer for firet page of each copy 
4 - Alternate drawer for first page of the job 


Desexipt ion: Standard letter 


Additional OGl« 





Pagers FOR DSP LARD PRR  DPaSo di peay 


Pree ENTER. [i you toemied (enor > onthe PRINT WOGE 
MWILINT: Dest Mirageniint pointy thowlngurisnt Ohicc printed, you 
rordin ta Che dispeay (roi which vor asied ine command 


Printing from the Ldit Display 


You fan aso prince a docurmens: Crops the Beit display of the documet 
wong CRI. Pyniowant io print the decumentommediarty pre do not 
Want to change line print ophucis, you can press oF 14 ante [ect 
diuplay. Text Manaperrent prints the document Wane Lhe print optons 
thal are currently stored wrin the decunient lear che following sieps io 
browse orahange the vps 


1 Grrnthe [slic divpary. oreis CVS oo display the SERVICES MEN. 


= 


2 Kev fin thie Geanas ied. Sour ikerlay smcaws 
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TEXT SERVICES MENU 


Select ofa of the foll 
1, Display/change eaaipanitote: options 
2. Display current document in printed format on split display 
3, Display another document on split oping 
4. Copy another document to edit slay 
5, Display fields from data base on split display 
6. Copy fields from data base member to edit display 
7, Dispiay/change liat of data files that contro] printing 
8. Display/change print options 
9. Display/change dictionary search list 


Document/member: DATA. File: EXAMPLE Library: QGPL____ 


CFé-Display messages 





Fogere 10-8, SRAVICES VEAL Prom STOLED Ss Edat daplay 


A. Press PATER Text Management now disolays ie PRIS 
OPT MOPS mei 


J. Key \ for Yes on whe Printing device apficna & YON o field. (Leave i 
ae for Nal yau dia nol wank ta cee the print oolions for die 
device pau ae uno |b 


4 Inthe Prever device tyoe heli. key in the device you want La use. 


§ Keyan the namie of the priitee die, or leave the Primer file naere Seid 
Alank te ste a hat of printer files Your display shows: 
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Fegure Le li. 





Compleicd PRINT OF TIONS prompt for STOLET? 


Press ENTER. Ifyou left i as N for Nou Printer deere opens OF 


No. year display veruros you tothe Edi display fou keved in Y 
far Yes in this Pei, then Text Management displays the peirt 
apuonis prownpt lar the device you are Laing. Vou can change toete 
nelds you wart 12, Of you can leave them as uuey are 'o pron. the 
GOCuMEnL USN the existing Prin! options. 


Press ENTER Test Wanageinent shits a hat of files if put leave 
the Priarer fie aeete Held blank, otherwise Peat Management returns 
pau te the Edu display of the document! you want to pra, 


When pou are on the Edit display. press CV1S ca print the 
document. Vext Mangecment prncs the dacument andl locks your 
keyboard until i completes printing the documenc. Peat 
Managencot dieplats the Feat disphiy aud one message Prong 
camintae when it finobes printirg the locunent 


Mhopter 10 Vraitmg Cet Mather: [o-Li 


Printing from the EXIT FROM EDIT Display oS 


When you key Y for Yes in the Print document without formatting field 
on the EXIT FROM EDIT display, Text Management prints the 
document on the system printer exactly as it appears on the display. 
Text Management does not resolve the print control commands or use 
the print options stored with the document. 


Using Default Print Options 


When you print your document, you can use Text Management’s default 
print options or you can choose to change them. Use the document you 
created on the DOCUMENT LIST to see how to use the various print 
options provided by Text Management. 


Changing a Document’s Print Options 


Text Management allows you to change many options for printing. 

Each example shows you how to change a specific option, but you can 

change more than one option ata time. You can also use the default “ 
printing options to print the document. J 


You can get to the PRINT OPTIONS display in one of two ways: from 
the PRIMARY MENU or the Edit display. 


To get to the PRINT OPTIONS display from the PRIMARY MENU: 
l. Key 3 in the Option field. 


2. Key in the document, file, and library names in the corresponding 
fields. 


3. Press ENTER. Text Management displays the PRINT MODE 
MENU. 


4, Key 1 in the Option field. 

5. Key *TEMP in the Display/change print options field to display the 
PRINT OPTIONS display and to change the options for the printing 
of this document. 

To bypass displaying or changing any print options, key *NO. To 


display the PRINT OPTIONS display or to change the options and a 
save them with the document, key *PERM. D> 
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Figure bed. 


6 ress ENTER Text Management displays the PRINT OPTLONS 
eplas 


Library: QGFL 


The (AINT OPTIONS deploy 


To get tothe PRINT OPTIONS dispaay liom che Edie digplay ol your 
documear, se the following steps: 


1 Oe the Uctit display of he decnment, press CUS Text Management 
displays the SERYICT:A MENG. 


* Rey foinshe (eur fiell. 


Presa ENTER. Text Management nuw displays the RIN'| 
OPTIONS cuplas. 


Led 


~ Canmier LO. Ponpng beat Deetuinents (0-13 


Change Header/Footer 


You may print headings and footings at the top and/or bottom of the 
pages of the document. (These are often called running headers and 
running footers.) You can also specify that Text Management print the 
headings and/or footings on the first and/or following pages. If you 
imbed a document using the .im print control command, note that Text 
Management ignores the headings and footings of an imbedded 
document and uses those of the principal document. 


When you want to change the headers/footers of the document, make 
sure you are on the PRINT OPTIONS display and follow these steps: 


1. Key Y for Yes in the Page headings and footings (Y N) field. 


2. Press ENTER. Text Management displays the PAGE HEADING 
AND FOOTING OPTIONS display. 


3. Qn the four lines of underlining on the display under the Headings 
title, key in the text that you want to appear as a header. If you 
want a header to appear on the first page, you must change the N 
for No in the /ST PAGE field to Y for Yes. 


4. On the four lines of underlining on the display under the Footings 
title, key in the text that you want to appear as a footer. The 
default is for no footer to print on the first page, If you want to 
print your footer on the first page, you must change the N for No in 
the /ST PAGE field to Y for Yes. Remember you may use headings 
or footings or both. 





Figure 012 Change TACK UE AOISG ASD) FOOTING CPT (ONS disslay 


5. Prets ENTER. Test Management retums psi to the PRINT 
or “TONSA dianlats 


6 Pres NUL. Tyoucame fom the SERVICES MESL, ext 
Vana gerert saver Phe preci entire woh ihe Hecenene, CMherase, 
Taat Management diaplays the message Decne prey det peopre ns, 


=. 


When Tear Manacement compictes the paint, a diplays the 
PREMDARY MENT! ang the message Pye cumpieie. 


You may tpenly che nate of anciher Cocument that vou Want to use as 
aheacnperdogong Key eithe document name file ware, and Whrary 
name that au want to apoear in tie heading oe foci in (ie 
corresponding Telés Por example. of yau want tie heading or ‘aang ta 
conlaim mare than our pnes of test arf voy wanda heading ar (rating 
by epeear ounomerc thaseone document, wie a decument te cantain the 
Lex 


Tot may alga Gac promt cowtrol commindsin the hewiling or “outing 
‘awe Vaatare often used are pe fore page auirber ard dace for ine 
dan. When vou usc en, Teal Management rumbers each page for vou. 


Chapaee otk Poti y Beary ysereninyrris | f- | 4 


When you wie date, Text Management prenis the svaem date on each wD 


Tape. 


Change Data File Options 


You may change the data Gleg that cantral ponteng of you want to. 
Wiss yuu poumt the document, you can lave mformatian retrieved from 
date base miscnbers or source documents (lzkt documents thut simulate 
lata base filma}. You may charge whe same of the data base file and the 
member frosy which lext Macapendot.takes (he enfornaon 


Belare you tart ta change) the clata files cortralling poomtinp, make sure 
that you Nave A dace base [ile ana membe: that you can copy from Ta 
Work WIth tne examples, create your own cote of the DBCOPY 
document (you could call mOOPY 2 on oe CN AMITT 1 file of the 
2 library, and use the ITEM mieriber in the PP EM Ole in ine 
OTXT obbary for teak Sase DRCOPY is a source decuumnt. 


Fromahe (iit dteplay of! HOOPS, go be toe PRINT OPTICRNS 
dupa, and foticw these stops: 


1 Kev ¥ for ¥esan the Share filer thar ceva prrogag field Your 
diinlay shews 





Pigare (-1900 Chooser toe ge DUOC RY es date files fet corte per rtbteg 
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2 Prose ENSUE Text Management d-sdlays the PRIS OOS TROL 
FILE LOST alisplay. 


4. Xey barn che Gpren Ned wo copy all the recorcs from the chosen 
Gata base. 


4. Key in (le data base member same, dara base lle name, and the 
libraryin the apcrocoriate fells. (Remember to use (TERM, 1 TEM, 
and TXT far vhis eaanple | 2) 


c 


S. Key Dain twhe PYRE field te pont a cebu list of fields 


TEXT FHIST CONTROL FIER LIGT 


| wl 
Select either 4 data bese file or a document containing a field aa ama 
fields whose names are in your document: ‘ol z a 


OPTION OF MENNER/POCLMENT Fila (TERAMY TYPE, 
ITEH. OTxT. al 


elect all the records in the Flle/Document. 


1 Column List - « simple coluan listing of fields withid « docs 
z ~ Multiple Copies - each record selected will generate an 


“CF2-Return Enter=Parfore any selected option 





Vigure O-b6 PRIA GS PARTE BILE LISP foe SEC WY 


6. Mess ENTE. Vext Managerent processes the display and 
redispiays it without vic |oin the Gye (eid: 


TEXT 
a c + >a 
“Select either 4 data base file or a document contal 
fields whose names are in your document: ° 


orrion i) FILE 
me ee ITEH_ 





Prgure TELS. Recispaying tne PRINT CONTROL FALE LIST wilbeut the | uhe Optan field 


7 Press ESTER Veat Management diaplays the PRINT OP TONS 
Wen 
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§, Press RN TRE if vou cane fromthe SERVICES MUL, Tent > 
Management! saves Ihe aint cplans woh the document, Orkervise, 
Text Manigement prints tn? document unneciately 


“ote that vou may remove dala base fies from the det of files thar 
ecr.iral pronting by keving 9 in the Optio teil beside the file that you 
Wail [a ceanove Text Management romeaves tllat file irom the lst. 


rail Copy Options 


Sor tis cxample, crear vour owe copy of STDLET on the 

DO We) LS and cab STILE LE Gin the ool dispigvoof wie 
document, chaiys the sabutation to Dear Customer: from Tear Virs. 
Scmth Update the vocumesn ard then wars thrauea tins caamiple 


A draft cony ma copy 0° a document that you are stll in woe otecess of 
revise. Oral copy Optio ale yotl to see what hrice you changed 
where ind wind. “ouciaipe the draft cope options onthe DRAFT 
COPY OF PIGS § ahsplay 

Use the falloweng ateps to change? the diafl copy options: 


| Make sure vou are an he PRINT OPTIONS display. 


2 Kev ¥ top Vege the Svalr ve ay apricery ¢¥ NO: [ietlit: 


TEXT PRINT OPTioes 
Document: STDLET? File: EXAMPLE Library: OGPL 
Enter perminent changes: 


Display/change 


Printing devices options (¥ N)}i 
Page he. -and footings (¥ WN): 


Data files thet control printing (¥ N): 
Draft copy optiche (YN): 





Tig ure (6 {aang to wae SVUOLET 2s drat OMY Ope 


1 Press ESTER leat Management now displavé the DRATT COPY 
OPTIOWS cena. 


a. Key ¥ for Yesun the !rett fee number eld to print numoers besicte 
each bue of the slecument. 
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TEx 


5. Key a characte: on che Ading-changes fag Neld Wa caaraccer 
dopean Peside (he bne on which you made anv chanees after the 
cate apeehied in the Fay changes after ther dute field bor thes 
cxamole, hey i F for Flag. 


© Rev Dan che Stardeerg coterie Tete so tna fest Management fags whe 
cnanges inthe column apeciied with the Nag chariecer (here, the t 
you snecthed in the preceding step) in the first coluron of the draft 
copy Prim 


7. Kevin the cate alter which you want 19 Mag charges. Var cxample, 
4uppose yolonac|e chadves to the document Gury tie lack wa 
weeks, bur you snly wank lo sze ihe changes vou made lasiweek [ni 
the Flog choages ater they date held, key in last Morday't date Tex: 
Wanapumect wall Cag dt, thé Charges thal you have roadie te the 
Jocurment sume lest Moondey Yout display shay 


PRART COFY (1PTIone 


Document: STOLET2. File: EXAMPLE Library: GFL 
Enter temporary changes: 


Print line number (Y NH): 


“Editing-changes flag (characters): 
‘Starting column: 
Flag changes after this date: 





Viguee Weel. 


THAD COP OP TOSS display for STL PTE ewer he 


Kors RINTER. Evo came Sram the SERVICES MENL, Text 
Vlanagement saves the print ortians with the docunient. Othenaisc, 
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Text Management displays the message Document print in progress } 
and printing is finished. 


9. When Text Management completes the print, it displays the message 
Print complete. 


Change Device Type 


Text Management allows you to choose the printer you want to use to 
print your document, 


Before you change the printer device type, make sure that you have the 
printer device type that you want to use, and that you are on the 
PRINT OPTIONS display. Use these steps to change the printer device 
type: 


!. Key in the name of the device type that you want to use in the 
Printer device type field. Depending on the device you have, you 
may be able to choose one of the following: 


KEY IN FOR THIS PRINTER 


*SYSPRT the system printer 


"5219 the [BM 5219 
*6670 the IBM 6670 
*6580 the IBM Displaywriter 


10-20 Learning by Example: Working With Text Management 


TEXT PRINT OPTIONS 
Document: STDLET?2 - File: 
Enter temporary changes: 


Display/ change 
Printing device options (Y¥ MH): 
Page headings and footings (Y N): 
Data files that comtrol printing (¥ N}: 
Draft copy options (¥ W): 


Print control 
Printer deyice type: 
Printer file name (blank for a lise): 
_ Library: 
Number of copies: 
Print pages 
From 
To: 
Nen-print character: 
Job deseription name: 
Library 





Figure W-1K, Changing the peetes device Iepe Zor STOLETL fuany the defauirs) 


2 Press RS TER. you came from the Sr R VICES MENT, Text 
Miuaragement wives toe orint oplions with the ducument. OCehsraise, 
Text Minagenent praiis the dacument, and dispiays tlie message 
Cece peist it pro recy, 


to Wher Text Managemert completes the geaton danlavs the message 
Prt ceanapie te, 


Change Printer File 


Text Wancgement lets you chanpe the prover tile teal you die 20 tran 
the decumest [Before vou change the tiie: Se, rake sure Chat you 
ursoan the PRIS OPPIUONS display, and that you haved printer filt. 
ASK yok Syatem Ih aUAU slot, or tic aa porraie pertan in your 
orinvalion, Cor enamel the prooree fite (hag yor scala? ise 


On the *RENT OPTIONS cnplay: 
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1, Rep inthe name af the ancien flr you wart la use m the Preece fale ; 
woume (bel. ask your Systems 48 administrator for the printer ile 
mame. thats asgecuiied wry the dewiee file vou want to use, 


2 Kevin the puter tiles hbrary ndine a the Mebrary feed, PP yow 
leave tre fabrare field blank, Law Management uses “LEAL df vou 
dave Lhe Proven le wane Pehl blank, Text Management takes yon 
lathe PRINTER FIle CISL chesle, The default for the fe manne 
is OSYSPR7 and the hbrary defaultis *C) HL for this example, use 
the default values Yaur display voows 


‘eremigra Motor File: EXAMPLE prary: GPL 
Enter temporary changes: vi rs 


Display /change 
Printing devica options {¥ N): 
Page headings and footings (YK): — _ 
Dara filles chat control printing (¥ N): 
Dratt copy options (Y Nj: 


Print control 
Frinter device type , 
Printer file name (blank for a List); . 
Library: = 
Hombar of copies: 
Print pages 
Fro: 
Te 
Non-print character: 
Job desoription name: 
Library 





Figure po-7 9. Te eging Wher, planter file none fer STOLE 2 fda fhe ded us] 


1 Presa LS TUR. [Peri cane fromthe SURVICES MIND, Text 
Wanarement saves Lhe pont apons with Lhe document, Oinearwise, 
Text Management prints srs ducument, anil diaplays ine message, 
Rocumeal orient in progress. 


4 Wen Test Management campietes the print, it diiplays the 
sytssage, Prat teeplete Text Wanagernent daves ie printer file 
same with the document 
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Change Sumber of Copies 


Yoru can also chactse how many copies of the document pou want iO 
Pri 


Ta change the number of copes on coe PRINT OPTIGNS diplay 


lo Reyin the number pf capes pau wantds print iv the Auber af 
eames Held. [EP eou leave the Naver of camer held blank, or if you 
key ict zero (0) of one (1), Text Wanagemient prines one copy ef the 
document | or ibis example, kev in 3 to print three cores oF 
STOLE? from the LMAMPLE file an GHP L: 





Figure FTO. Brinting three copars af a document 


Kemember ta check the printer devied Lye CO ake sure You are 
Prinuing on ce princes vou war. 


2. Press ENTER Wf you came fram the SERVICES MENU, ‘lex 
Sianagement saves the print botions with the document, Othenaise, 
Text Managernient prints the tlovument Wher rrimting is compicte, 
Tex: Manageruent displays Cat message, Pras compiric 


Inserting Nonprint Options 


feal Management allows vou to apeciy a nonprint character thai you 
can ate on your display bul that does ner printan che document. You 
Use wondnprint Chirdete: when you want Text Muniagecnen! tu mse) a 
space bul din net want to uwac a space character hecanse, (he example, 
paragraph adjustment deletes them. You designate armacher character as 
a Tonprint caaractér and use wl instead of the smace character, You can 
epecily a nonpring character on cne PRG! OPTIONS duplay 


“Chapter 1a, Printing Tear Eocumems [0-23 


|. Keyoundthe character you want as the nonpoint character ry ihe 
Neaprun character Geld. For example, you could ute an asterisk {4} 
asthe nonermne character, Your display snows: 


Pent pase 
= te 


zo 
Non-peine charac er; 
re a 
a = . 7 4? 

. 1 





pur 


Piguie (ed! Gestgnacing @ ponpridd character 


2. Press ESTER. 0 you came [rem the SERVICES MENL, Tex 
Manageinent saves the promt options with the deucumert. Otherwise. 
“Lest Management prints cha decuinent aml d:splays Lhe message. 
Ogpumede priasin progres. Rereriber that Text Manazericmt vocks 
your keynoard urdil at Gnishes printing. 


1 When Test Management Snishcs printing, it displays the nissage 
Print cemmplerd. “Vhie chatacter nae vou designated as & nonce 
Characler OGCs WHOL PML in the docbmenl. $94ae¢s ABOCI: .Th ts 
locatior. 


Chanee the Jub Description (JOBD) 


JOBD stands for job descripuon. A job descripouon ceternines how ts 
carry outa baien job Ie contams a specie ser of yob-sclated a.uuributcs 
that one or more jobs can use. When vou peat dacurnients n batch 
Using a job esctipliou, Text Wangayement dors nat lock your keyacard 
while it prints the document. Tite hells for the job descripin appea: 
when you choose Gpuen ? on the PRINT MENTS, on when yar corre 
if the PRES T OPTIOSS menu from the SER YICES MP WL. 


lhe following example assumes you came Irom the WAIST MENL 
only Before you start tu change the jab desertion from the 
PRIMARY MEXL, make sure that vou are an that display aud use the 
Po lowing steps 


!, Onihe PRIMARY MIDS), key Die the Goro fehl 


—————. 4 = 
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2 


Summary 


2. Key in the document, file, and library names in the corresponding 
fields. 


3. Press ENTER. Text Management displays the PRINT MENU. 


4. Key 2 in the Option field to print the document at a later time as a 
batch job. 


5S. Key *TEMP in the Display/change print options field. 


6. Press ENTER. Text Management displays the PRINT OPTIONS 
menu, 


7. Key in the job description that you want to use in the Job description 
name field. Note that the default job description is QBATCH. 


8. Key in the job description’s library name in the Library field. Note 
that the default library is *LIBL. 


9. Press ENTER. Text Management submits the batch job, returns 
you to the display from which you issued the print command, and 


displays a message containing the job description name of the batch 
in the format: 


Job QTU_XXXXK. userprname. YYYYYY 
Note that XXXXX is a five digit number that Text Management 


assigns, the userprname is your user profile name, and YYYYYY is a 
Six digit number that Text Management assigns. 


When you have completed the examples in this chapter, you should have 
learned how to; 


e Print a document from the PRIMARY MENU. 

¢ Print a document using CF15 on the Edit display. 

e Print a document from the EXIT FROM EDIT display. 
¢ Change the print options for the document. 

¢ Use headings and footings in a document, 


e Change the data file options. 
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¢ Print a draft copy of the document with line numbers and mark any 
changed lines. 


¢ Change the device type. 
e Print more than one copy of the document. 
e Insert nonprint characters. 


* Change the job description for a batch job. 
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Index 


Special Characters 





+x, line positioning 2-5 
*"SYSPRT 10-4 

*5219 10-5 

"6580 10-8 

*6670 10-6 


A for After 4-14 
adding words to temporary dictionary 7-10 
additional space 3-13 
adjusting 
form fields to the right 8-15 
paragraphs 3-10 
text 3-10 
aligning form fields 8-4 
AR, repeated target 4-15 
assigning paragraph formats 3-16 
automatic hyphenation 3-17, 3-21 


R for Refore 4-14 

batch print, 10-24 

blank lines 3-20 

BR, repeated target 415 

browsing 
browsing 9-1 
selecting data 5-1 
text documents 9-1 


centering 
form fields 8-15 
CF keys 
CF1O 4-5 
CFIL 4-12 
CRIS [3-9 
CF14 8-5, 8-12, 8-15 
CFIS 10-9 
CFI? 3-17 





CF18 4-27 
CF21 4-25 
CF22 4-22 
CF23 7-4 
CF3 3-24 
CF4 8-11 
CFS 10-9 
CF6 4-5 
Cr7 9-1 
CFS 9-1 
CF9 3-9 
CF12 4-3, 7-5 
CFl4 7-4 
CF23 7-10 
changing 
data merge file options 10-16 
default paragraphs 3-23 
default print options 10-12 
headings and footings 10-14 
paragraph formats 3-18, 3-22 
printoptions 10-12 
printer device type 10-20 
printer file options 10-21 
column move 4-27 
columns 
creaung 8-7 
copying 
copying 4-16 
formatted text 4-21, 4-22 
CF22 4-22 
from a second document 4-32 
from split display 4 32 
into atext document 4-29, 4-30 
target 4-30 
line command ({C) 4-16 
line command C 8-7 
repeated block copy (CCR) 4-20 
repeated targets 4-15 
repeatedly (CR) 4-18 
selecting data 5-1 
text blocks (CC) 4-19 
unformatted text 4-}7 
CREATE TEXT FILE prompt 3-4 
creaung 
columns 8-7 
documents 3-7 
duplicate object 1-5 
files 3-2 
form decuments §-] 
form fields 8-4 
source documents 8-19 
text documents 3-1, 3-7 
text files 3-2 
creating a text document 3-5 





Index 


[P| 


data base 5-1 
copying data from 5-1 
data base merge files 10-18 
deleting 10-18 
data merge file 10-16 
field 5-] 
FIELD SELECTION display 5-2 
member 5-1 
record 5-1 
RECORD) SELECTION TEST 5-4 
selecting data from 5-1 
data base field S-1 
data base record 5-1 
database 
database merge 10-17 
PRINT CONTROL FILE LIST 10-17 
dale created or changed 2-8 
decimal point alignment 8-17 
default, definition 3-5 
defining 
format options 3-19 
paragraph format options 3-19 
deleting 
characters 4-1] 
data base merge files 10-18 
documents from a file 4-35 
files 9-7 
from a paragraph 4-12 
CFIl key 4-12 
highlighting 6-8 
text block 4-14 
text documents 9-5 
underlining 6-1] 
unformatted text 4-]2, 4-13 
line command (D) 4-13 
device lype 
names 10-20 
dictionaries 
automatic hyphenation 7-1] 
cancelling changes 7-17 
changing search order 7-15 
dictionary search 7-12 
DICTIONARY SEARCH LIST 7-12 
for Spel] Aid 7-7 
hyphenation points 7-17 
status codes 7-16 
temporary 7-4 
CFI4 7-4 
CF23) 7-4 
displaying 


default paragraphs 3-17 @ | 
displaying the default paragraph 3-17 
displays 
CREATE TEXT FILE prompt 3-4, 3-5 
defining margins of new paragraph format 3-19 
DISPLAYWRITER OPTIONS 10-9 
DOCUMENT LIST 2-3, 9-6 
DRAFT COPY OPTIONS = 10-19 
EXIT FROM EDIT prompt 3-14, 9-16 
EXTENDED PARAGRAPH FORMAT 
OPTIONS = 3-25 
PAGE HEADING AND FOOTING 
OPTIONS 10-14 
PAGE HEADINGS AND FOOTINGS 
OPTIONS 10-15 
paragraphing 3-10 
PRIMARY MENU 3-2 
PRINT CONTROL FILE LIST 10-17 
PRINT MENU 10-3 
PRINT OPTIONS menu 10-4, 10-11 
sample display ready for document 3-6 
sample of inserting commands to duplicate a 
line 8-8 
SERVICES MENU 10-10 
TEXT DEFINITION 8-17 
TEXT DEFINITION prompt 8-13 
$219 PRINTER OPTIONS 30-6 
Displaywriter (6580) 10-8 


document i“ 
creating 3-7 \ 


deleting froma file 4-35 
source 8-19 
writing 3-7 
document list 2-1, 4-] 
documents 
deleting text documents 9-5 
fillin forms 9-8 
form documents 9-8 
prinung text documents 9-8 
draft copies 10-18 
DRAFT COPY OPTIONS menu 10-18 


o 


editing 
EXIT FROM EDIT prompt 3-14 
entering Text Management [-! 
EXIT FROM EDIT (forms} prompt 9-15 
EXIT FROM EDIT prompt 3-14 
EXTENDED PARAGRAPH FORMAT 
OPTIONS 3-24, 3-25 
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field 


data base 5-1 
field movement keys 9-10 
FIELD SELECTION display 53-2 
FIFI.D SPACING display  $-7 
file 
deleting a document from 4-35 
files 
data base merge 10-18 
deleung 9-7 
flagying changes 10-19 
Noating currency symbol 8-17 
fonts 3-25 
footer 10-14 
form documents 8 | 
aligning form fields 8-4 
blank or zero filled 8-15 
centering form fields 8-15 
CF1I4 8-12 
CFildkey 8-5, 8-15 
CF4 key 8-11 
completing form 9-8 
completing form fields 9-10 
creating 8-] 
creating form fields 8-4 
creating muluple form fields 8-5 
crealing the form 8-17 
decimal point alignment 8-17 
display incomplete fields 9-11 
EXIT FROM EDIT prompt 9-15 
filling in 9-12 
filling multiple forms 9-1$ 
floating currency symbol 8-17 
form field columns 8-7 
form field definition 8-] 
form fields 8-1 
FORM mode 8-11 
highlighting 8-9, 8-14 
inserling prompting text 8-9 
leading asterisks 8-16 
leading zeros 8-17 
numeric input fields 8-16 
numerical input only 8-9 
prinung 9-14 
prompting text 8-9, 8-1] 
right adjusting form fields 8-15 
text definition 8-12 
underlining 8-14 
underscoring 8-9 





using field movement keys 9-10 
windowing 9-11] 
form fields 
aligning 8-4 
blank or zero filled 8-15 
centering 8-15 
CF14 8-12 
CF14 key 8-5, 8-15 
completing form 9-10 
creating 8-4 
creaung columns 8-7 
ercaling multiple fields 8-S 
decimal point alignment 8-17 
definiion 8-] 
display incomplete fields 9-11 
floaling currency symbol 8-17 
form fields 8-1 
highlighting 6-9, 8-9, 8-14 
inserting prompting text 8-9 
leading asterisks 8-16 
leading zeros 8-17 
numeric input 8-16 
numerical input only 8-9 
prompting text 8-9 
right adjusting 8-15 
text definition 8-12 
underlining 8-14 
underscoring 8-9 
using field movement keys 9-10 
windowing 9-11 
formatted text 3-15, 4-2), 4-5 
formatting text documents 6-) 
forms, multiple 9-15 


[et] 


header 10-14 


footer 10-14 
highlighting 8-14 
aline 6-7 


deleting 6-8 
form fields 6-9 
highlighung 6-4 


CYla4key 6-4 
text definition 6-4 
byphenation 


automatic 7-10 

manual 2-1], 7-10 

using CF23 7-10 
hyphenation, CF23 7-4 
hyphenation, manual 7-10 


Index 
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[2] 


1 for insert 3-13 

INSERT 4-3 

insert characters 4-3 

insert text 4-3 

inserting 
aline 4-3 
a skeleton Jine 4-8 
additional space 3-13 
blank lines in a paragraph 3-20 
CFU 4-3, 4-5 
CFI2 4-3 
CF6 to cancel 4-5 
characters 4-3 
I for insert 3-13, 4-3, 4-8 
inserting text 4-3 

inserling characters 4-3 

into paragraph 4-4 
prompting text 8-9 
text 4-3 
unformalted text 4-5 
wilh INSERT 4-3 


job description 10-24 
JOBD 10-24 


leading zeros 8-17 
leaving Text Management 1-2 
line commands 
A for After 4-14 
Ax or BX (repeated copy) 4-15 
B for Before 4-14 
C for Copy 4-16, 4-17, 8-7 
CC (block copy) 4-19 
CCR (repeated block copy) 4-20 
CR (repeated copy) 4-18 
D for Delete 4-13 
DD/DD (block delete) 4-14 
Dx (block delete) 4-14 
[ for insert 3-13, 4-8 
IS (insert skeleton line) 4-9 
M for Move 4-23 


MM (block move) 4-23 > 
P for assigning paragraphs 3-22 . 
P for Paragraph 3-23 
pending 4-5 
PPx/PP 3-23 
repeated targets 4-15 
AR for Aller 4-15 
BR for Before 4-15 
S (skeleton Jine) 4-8 
largels 4-14, 8-7 
A for Afler 4-14, 8-7 
B for Before 4-14, 8-7 
windowing (W) 2-6 
line positioning commands (+x or -x) 2-5 
line spacing 3-25 


main menu 1-2 
manual hyphenation 7-10 
margins 3-19 
member 5-] 
modes 
BROWSE 9-] 
FORM 8-11 


Spell 7-5 
moving D 
block move (MM) 4-23 


columns 4-27 
CFI8 4-27 
formatted text 4-25 
CF2) 4-25 
line positioning (+x or -x) 2-5 
ROLL keys 2-5 
text 4-23 
unformatted text 4-23 
muluple copies 10-23 
multiple forms 9-15 


naming 
text fites 3-3 
naming files 3-3 
naming text files 3-3 
nonprint characters 10-23 
nonprint options 10-23 
nonprint characters 10-23 
numeric input fields 8-16 
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c 


[o| 


options, paragraph format 3-15 


P 


P for assigning paragraphs 3-22 
P for Paragraph 3-23 
paragraph format identifier 3-23 
paragraph format options 3-15 
paragraphing 
adjusting 3-10 
assigning formats 3-16 
automatic hyphenation 3-17, 3-21 
CFIO 4-5 
CFI7 format options 3-17 
CF3 3-24 
CFO 3-9 
changing default 3-23 
changing the format 3-18, 3-22 
copying 4-21 
default paragraph 3-17 
defining a format option 3-19 
deleting from 4-12 
displaying default paragraph 3-17 
extended format options 3-24, 3-25 
EXTENDED PARAGRAPLIL FORMAT 
OPTIONS 3.24 
format identifier 3-23 
format options 3-}5 
formatted text 4-5 
in documents .3-9 
indentation 3-20 
inserting a blank line 3-20 
inserling text 4-4 
P for assigning 3-22 
paragraph print options 3-25 
right margin alignment 3-17 
paragrapns 
assigning 3-23 
P for Paragraph 3-23 
PPx/PP 3-23 
pending delete (D) 4-12 
PPx/PP. 3-23 
PRIMARY MENU 1-2 
print control commands — 6-] 
headings 6-2 
in header or footer 10-15 
.date (date) 10-15 
pn (page number) 10-15 
PRINT MODE MENU 9-8, 10-2 
print options 
(JOBD) job description 10-24 





change data merge file 10-16 
changing database merge 10-17 
PRINT CONTROL FILE LIST 10-17 
changing print options 10-12 
data merge file 10-16 
default, 10-12 
device type 10-20 
draft copics 10-18, 10-19 
flagging changes 10-19 
line numbers 10-18 
draft copy options 10-18 
DRAFT COPY OPTIONS menu 10-18 
header or footer 10-14, 10-15 
on first page 10-14 
print control commands 10-15 
inserting nonprint options 10-23 
job description 10 24, 10-25 
QBATCH 10-25 
nonprint characters 10-23 
nonprint options 10-23 
number of copies 10-23 
PAGE ITEADING AND FOOTING 
OPTIONS 10-14 
printer devices 10-20 
printer file 10-21 
PRINT OPTIONS menu 9-8, 10-10 
printed format 
browse on split display 9-2 
highlighting 9-4 
underlining 9-4 
printer fite 
changing options 10-21 
printers 
Displaywriter (6580) 10-8 
system printer 10-4 
$219 3-25, 10-5 
6670 10-6 
printing 
a form document 9-14 
batch 10-24 
change printer file options 10-21 
changing device type 10-20 
default print options 10-12 
Displaywriter (6580) 10-8 
draft copies 10-18 
from Edit display 10-9 
line numbers 10-18 
multiple copies 10-23 
number of copies 10-23 
on EXIT FROM EDIT 10-12 
on the system prinler 10-4 
PRINT MODE MENU 9-8, 10-2 
PRINT OPTIONS menu 9-8, 10-10 
system printer 10-4 
text documents 9-8, 10-1 
5219 10-5 
6670 Information Distributor 10-6 
prompt 





Index 
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definition 3-4 
prompting 8-9 
prompting text 8-11 


prompts 

TEXT DEFINITION = 8-12 
proofing 

Spell Aid 7-6 


Spell Check 7-1 

synonym aid 7-8, 7-9 
cancelling entry 7-9 

text documents 7-1 


[9| 


QBATCH 10-25 
QSYSPRT 10-4 


| 


ragged right, definition 3-19 

record 5-1 

RECORD SELECTION TEST 5-4, 5-7 
repeated copy at target (Ax or Bx) 4-15 
repeated targets (AR, BR} 4-15 


revising 
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